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THIS IS THE UNDERWOOD SCRIPTOR 


This new electric typewriter is designed to provide manage- 
ment with general-purpose typing of absolute uniformity, 
crisp appearance and sharp legibility, at such high speed and 
with such ease that it can substantially lower typing costs at 
stations where work is continuous. The attractively-styled 
Scriptor offers such proved ways to increase production as 
reverse tabulation and simplified title-centering. Beneath the 


Scriptor’s attractive styling is rugged construction that assures 
long years of trouble-free dependability. Other Underwood 
electric typewriters are the Raphael, with automatic variable 
letter-spacing and carbon ribbon, and the Forum, with con- 
ventional spacing and equipped with both carbon and fabric 
ribbons. Underwood Corporation, One Park Avenue, New 
York 16, New York. 
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It’s time for 
management 
to take 

a new look 
at microfilm 


) 


Today, microfilm is an active partner to telephones 
and typewriters in modern offices and plants—and 
is just as busy. 

Wonderful things happen when your active files 
are on microfilm. File space shrinks. Records and 
documents are standardized. Filing is faster. Refer- 
ence is easier. Efficiency goes up. Overhead goes down. 

The only thing you need to make any microfilm 
file active—usable daily in your business—is a 
THERMO-FAX ‘“Filmac’’ Reader-Printer. You 
read the film clearly on the big screen. When you 
want a print, you just touch a button and in seconds 
you'll have an enlarged working copy. 

There are many “Filmac”’ Reader-Printers ac- 
tively at work today in a variety of business—sav- 
ing time, money, and improving efficiency. We 
invite you to take a new look at microfilm now. 
Mail the coupon for a free copy of “‘Let’s Take a 
Positive Look at Microfilm” ... a twelve page 
booklet about microfilm at work. 


Minnesota Mining and Manufacturing Co. 


Mimnesora [Gfoame ar Dept. FBC-41, St. Paul 6, Minnesota 
me Please rush me a free copy of ‘‘Let’s Take a 
Minine AND ee E> Positive Look at Microfilm.” 


aanvracrurine COMPANY 
os + WHERE RESEARCH 1S THE KEY TO TOMORROW 
#. Poul 6, Mina. 


THE TERM ‘‘THERMO-FAX’’ IS A REGISTERED 
TRADEMARK OF 3M COMPANY 
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MODERN COMMUNICATIONS 
ARE A PART OF 
OUR WAY OF LIFE 


All cut-size 

Nekoosa Papers 

are protectively 

packaged at our mills. 

New ream box flips open 

at end for easy withdrawal 

of sheets. Wax laminate ream 
wrap provides moisture vapor 
barrier for maximum protection 


Let Nekoosa Communication Papers speed up _super-speed presses and office equipment. And 
your communications! Because they lie flat, they are precision-cut to accurate size at our 
never curl or wrinkle, Nekoosa Communication mills. There’s a Nekoosa Communication Paper 
Papers assure trouble-free runs on today’s for every office and almost every office use. 


Streamline your office communication... use 
DES see) 


Nekoosa Bond « Nekoosa Mimeo «+ Nekoosa Ledger «+ Nekoosa Duplicator « Nekoosa Manifoid «+ Nekoosa Offset 
Nekoosa Opaque * Nekoosa Fantasy * Nekoosa Fax + Nekoosa Master-Lucent « and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY ° Port Edwards, Wisconsin 
MILLS AT PORT EDWARDS AND NEKOOSA, WISCONSIN, AND POTSDAM, NEW YORK 
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STORE’EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 


HECK 
SIZE . 


SIZE 
Find out why top companies everywhere use 





PRONTO STORAGE CABINETS for their old rec- | 
ords. Fill in the coupon below and attach it to | 
your letterhead . . . We will arrange a Pronto 


Demonstration at your convenience. 


ee ee ne } 


| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| (0 Please send me your latest Pronto catalog. 
(CD Have your representative call for demonstration. 


| Name 
l Address. 
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The lowest cost, electrically operated, 


TLR Am kelae-tel(-Meetellimmexel lahc-tae-Vile Mite) ac: e 


Ideal for utilities, institutions, 
small banks, newspapers and 
for handling change from 
office vending machines 


@ Now you can enjoy all the bene- 
fits of a coin counter and sorter at 
a price you can afford. It’s fast, 
accurate, durable and easy to oper- 
ate. Counts and sorts 15,000 coins 
per hour. And, handles 25¢, 10¢, 
5¢ and 1¢ coins. (50¢ coins remain 
in hopper). Separate sorting and 
counting operations provide auto- 
matic check of total, too. Compact 
and portable, it comes complete 
with its own carrying case. Write 
for complete information. 


STANDARD CHANGE-MAKERS, INC. 
422 E. New York St. « Indianapolis 2, indiana 


ONLY 


$19900 


PLUS FEDERAL TAX 


MODEL CS-100A 
PORTABLE-ELECTRIC 


Finished in Hammerloid 
Beige. F.0.B. Indianap- 
olis, Indiana 


a product of 


ALSO INQUIRE ABOUT THESE OTHER 
STANDARD CHANGE-MAKERS PRODUCTS: 


/ 


; Single, double, and triple, 
manually operated Maximum 
Security Change-Makers. 


For More Information Circle No. 287 
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It will pay you to investigate C4ational 315 


This 


Card... 


This magnetic card is the heart of the National 
315 Card Random Access Memory (CRAM) 

an unequalled advance in economical magnetic 
file processing. 


In effect, a reel of magnetic tape—314 inches 
wide—has been cut into 256 strips forming 
addressable magnetic cards. A single card 

is capable of storing 21,700 alpha-numeric 
characters. Each card contains seven re- 
cording tracks that can be addressed elec- 
tronically by the central processor. 


The 256 cards (5,555,200 alpha-numeric 
characters) are housed in a removable 
cartridge that can be changed in less time 
than it takes to change a reel of mag- 


a new concept in Computers 





can revolutionize your daia 
processing procedures. 


netic tape. Up to 16 CRAM files can be operated 
on-line with the National 315... providing 
88,883,200 alpha-numeric characters...an 
unprecedented range of random accessible 
memory. 


This unique system combines all the advantages 


of random and sequential processing... 
eliminates rewind time... requires fewer 
files ... speeds sorting, up-dating, and re- 
porting routines. 


INVESTIGATE THE NATIONAL 315 for 
economical price performance ¢ For 
unusual expansibility * For high-speed, 
balanced processing * For economy of 
programming *¢ For ease of operation. 


Learn why the National 315 is the most advanced 
electronic data processing system available today. 


Cali your nearby National office, 
Processing Systems and Sales, 


THE NATIONAL CASH REGISTER COMPANY, bDoyton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


or write to Data 
Dayton 9, Ohio. 


ELECTRONIC DATA PROCESSING 
ADDING MACHINES «CASH REGISTERS 


ACCOUNTING MACHINES +NCR PAPER 


For More Information Circle No. 313 
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Ve * 
© «Ct PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE 


ACCOUNTING MACHINES 


ADDING PUNCH 
Friden 


Multistamp .. ; 
um Serepmet Ji ooo s covets 
Thermo-Fax 


ADHESIVES 
Scotch 


BILLING MACHINES 


BINDER SUPPLIES 
Presto 


BINDERS 
Accobind 


BINDING, PLASTIC 
Plastico 


BLUEPRINT FILES 
Confidential 


BOOK RACK 
Rol-Rack 


BOOKS 


Forms Manual 
Playscript Procedure 
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236 
116, 117, 118, 119 
252 


PRODUCT 
CALCULATORS 


Bohn Contex 
Diehl 


CALENDARS 
Ever Ready 


CAMERAS 


CARBON COPY SETS 


2 CARBON PAPER 


Columbia 
Webster 


CARBONLESS PAPER 


CARTS, FOLDING 
All-Purpose 


CASH REGISTER PARTS 


Cashere 


CASH REGISTERS 


CERTIFICATE BLANKS 


CHAIRS 


CHECKWRITERS 


COIN CHANGERS 


PRODUCT PAGE 


COIN CHANGERS, AUTOMATIC 
Standard 


COLLATORS 
Gathermatic 
Halverson 
Maceymatic 


COMPUTERS, ELECTRONIC 
Burroughs B 5000 

Monrobot XI 

National 315 


CONTROL BOARDS 


Boardmaster 
Maggie Magnetic 
Memo Flex 

Visual Magnetic 


CONVEYOR SYSTEMS 
Mercury 


COPYHOLDERS 
Rite-Line 


COPYING MACHINE BASE 
Marconi 


COPYING MACHINE BELTS 
Kleerfax 


Autoflow .... 
Copycat . 
Copyflo .. 
Ektalith ... 
ElectraMatic 
Fotomate 
Goodkin . 
Photostat 
Polymicro 
Thermo-Fax 
Triangle ... 
Tru-Fax ... 
Verifax 


“116, 117, 118, 
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Suzy Secretary wants all you office people to know about new IC Instant 
Copy Paper —because it’s important to you! IC Instant Copy Paper 
makes copies... FAST... to LAST... on your Thermo-fax machine! 


Yes, this sensational new development in copy paper by Interchemical, 
pioneers in office copying products, gives you: 


% Long-lasting copies that won't become brittle, split, or crack and 
are virtually fade-proof. 


% Sharp copies where every period shows up, with no blurs, no 
smears, no dark spots. 


% Wax-free copies that are easy to handle and easy on your 
Thermo-fax machine. 
Try it... and you'll say—‘Now | see IC.” 


For your various copying needs, there’s a job-engineered IC Instant 
Copy Paper. Choice of white and colors. Available through quality 
office supply dealers in all major cities. 


INTERCHEMICAL 
Corporation 
Copying Products Division 
417 East 7th Street, Cincinnati 1, Ohio 





For more good news about revolutionary IC 
Instant Copy Paper, attach this coupon to 
your Company letterhead and send to: 


Dept. OM-561 INTERCHEMICAL Corporation 

417 East 7th Street Cincinnati 1, Ohio 
NAME 
COMPANY ‘ Naa oe 
ADDRESS 2S lt 











([] Please send further information. 
[] We would like a demonstration of IC Instant Copy Paper. 


For More Information Circle No. 475 





PRODUCT PAGE PRODUCT 


DATA PROCESSING, Automatic FILES 


Allied-Egry . Acme Visible 
Burroughs B 5000 . 


Conserv-a-File 
Diebold 
: y ; FileSearch 

Monrobot XI ..... puemeetin Magazine 
National 315 ...... vend 6 Map .... 
III ob icc cece edcases Pronto ; 
Speediflex .... jj Shaw-Walker 
Storms Spacefinder . 
Tape Minder cesesseess 216 Super-Filer 

Wassell . 


FILING SUPPLIES 


Aico ‘ 
cise Neg Pendaflex 
Shaw-Walker ........ Presto ...... 
: Smead 
eer 
DICTATING MACHINES FLOOR MATS 
Explorer 
Norelco 


StenOtape 27 FOLDING MACHINES 


eee ; 


Telefunken 

Time-Master Auto-Folder 
Conqueror .. 
Fold-O-Matic ... 
Pitney-Bowes .. 


DRAFTING EQUIPMENT 
C-Thru 

Snopake FORMS 
Allied-Egry 
sc 


DUPLICATING SUPPLIES 

Columbia International 

Electro-Rex Multi-Rite . 

Sure-Rite Rogersnap 

Tempo 75 Speediflex 

Webster Standard Reaister 
Stevenson & Smith .. 


FORMS HOLDERS 
Saunders 


Multilith 08, 109 FORMS REGISTERS 
Photostat ..................... 105 Hamilton 


DUPLICATORS, OFFSET 


DUPLICATORS, SPIRIT HANDCLEANER 
i Webster 
Piccolo 


Seda Sprint ... INSERTING MACHINES 


DUPLICATORS, STENCIL nes 
itney-Bowes .. 
Rex-Rotary 


Speed-O-Print .... INTERCOMS 


DUSTING CLOTHS nem gel 
Scotch 

KEY CONTROL SYSTEMS 
ENVELOPE OPENERS Telkee 


MallOpener LAMINATING MACHINES 


ERASERS Thermo-Fax 116, 117, 118, 119 


LETTERHEAD ENGRAVING 


Perfec-Type Dewberry 


FACSIMILE MACHINES LISTING MACHINE 
Electro-Rex Fotolist 


10 


PRODUCT PAGE 


LOOSE LEAF ACCESSORIES 
Presto 


MACHINE STANDS 


MACHINE TIMERS 
Hour Meter 


MAIL BAGS 
Security 


MARGINAL PUNCHED CARDS 
Stevenson & Smith 


MICROFILM EQUIPMENT 


Copyflo 
Documat 
FileSearch 
Filmarcor 
Reliant 
Taskmaster 
Thermo-Fax 


NAMEPLATES 
Autographs 


NUMBERING MACHINES 
Columbia 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 


Electro-Rex . 
Flip-Top .... 
Fotolist 
Goodkin 
Holland Ink 
Rolcor 


Thermo-Fax 


PAGING SYSTEMS 


PAPER CUTTERS 


Challenge 
Triumph 


PAPER DRILLS 
Challenge 
Spinnit 


PAPER HANDLING COMPOUND 


PAPER JOGGERS 


Autojogger 
Syntron 
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$4.90 is cost of 100-ft. roll of 16mm Recordak 


microfilm including processing (also available without processing charges). 


A microfilm copy costs you next to nothing! ' 
(less than 1/20 of a cent film cost to reproduce a letter on Recordak Microfilm) 


At such a price, it costs far /ess to microfilm 
a record than to have your secretary file it 

. . or transcribe even a few items on it! 

Cost-conscious executives have been 
quick to see the economy of REcoRDAK 
Microfilming . . . quick to apply it to bill- 
ing and other record-keeping routines. 
For a real surprise, ask about the savings 
and speed it makes possible in your type 
of business! A complete line of Recordak 
equipment is available—including the new 


SRECOROPK® 
(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 33rd year 


IN CANADA contact Recordak of Canada Ltd., Toronto 


REecorDAK RELIANT 500 
Microfilmer. 


MAIL COUPON TODAY 

RECORDAK CORPORATION 

415 Madison Avenue, New York 17, N. Y. 
Send folder describing Recorpak RELIANT 

500 Microfilmer. 


Name 





Position— 





Company— 





Street 
City 





eniniicilasianitelilsiehes same 
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One equals one-and-a-half 


FREE LITERATURE on 

GF Business Furniture 

Check literature desired, attach to 
your business letterhead, and mail 
address listed at right 


. SUPER- FILER BROCHURE 
on ‘mechanized 
filing” with the GF SUPER FILER 
rr GF BUSINESS FURNITURE 
CONDENSED CATALOG 


Condensed data on the broad line of 


One five-drawer GF SUPER-FILER matches the capacity of one-and-a- 
half conventional four-drawer files . . . saves ¥ in office floor space. The answer 
is simple. The patented swing-front drawers on GF Surer-FiLers permit full 
utilization of every file drawer. Valuable savings in floor space are not 
the only “extra” SUPER-FILERs offer. Their mechanized action speeds up filing 
by at least 25%, too. And the patented GF file drawer suspension functions 
as smoothly and quietly the 100,000th time you open it as the first. 
Rigid factory “torture testing” makes sure of that 
It’s just further assurance that GF business 
furniture will serve you better, last longer, give you 
greater lifetime economy. Department OF-13, 
The General Fireproofing Co., Youngstown 1, O. 


SUSGINESS FURNITURE 


Visit us at the OEM! BUSINESS EQUIPMENT EXPOSITION « New York Coliseum « April 17-21 


For More information Circle No. 312 
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PRODUCT 


PAPER SHREDDERS 


Auto-Shred 
Destroyit 
Shredmaster 


PAPERS, CARBONLESS 


PAPERS, COPYING 
Copymaker 


PAPERS, DUPLICATING 


Executive 
Fraser 
Graphicopy 
Howard 


PAPERS, LEDGER 


Nekoosa 


PAPERS, LETTERHEAD 
Executive 


Howard Bond 
Mackinac Bond 
Nekoosa Bond 
Parsons Bond 
Plover Bond 
Snowland Bond . 
Stan-Pak 


PAPERS, ONIONSKIN 


Mackinac 
Nekoosa 
Waylite 


PAPERS, TRANSLUCENT 
Nekoosa 
Patapar 


PAYROLL SYSTEMS 
Multi-Rite 


PENCILS 
Ticonderoga 


PENS, BALLPOINT 


PERFORATORS 
American 
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PRODUCT 


PHOTOCOPIERS 
(See Copying Machines) 


POSTING EQUIPMENT 
Ever-Safe 


PUBLICATIONS 
La Oficina 


2 Peter Basten 


RECORDS STORAGE BOXES 


RIBBON FABRICS 
Textile Cutting 


2 RIBBONS, INKED 


Columbia 
Storms 
Stylewriter 
Vertex 


SALES OPPORTUNITIES 
Bureau Meca 


SHELVING 
Erecta-Shelf 


SOUND CONTROL 
Acoustinet 


2 Soundtrol 


STAPLERS 


STAPLERS, ELECTRIC 


STORAGE CABINETS 


STUDY COURSES 


Business Electronics 
Systemation 


TABLES 
Bentson 


PRODUCT 


TAPE WINDERS 
Tape (Minder 


TAY DOUBLE-COATED 


TAPES, ‘AENDING 
Scotch 


TAPES, SELF-ADHESIVE 
Scotch , 152, 153 


TELEPHONE AMPLIFIER 
Neophone 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELETYPEWRITERS 
Teletype 


TYING MACHINES 
Saxmayer 


TYPE CLEANER 


Britetype 
Scotc 
Webster 


TYPEWRITER PARTS, TOOLS 


Futuristic Galaxie 
Typewriter Sundries 


TYPEWRITERS, AUTOMATIC 
Auto-typist 


TYPEWRITERS, ELECTRIC 


Royal Outer Back Cover 
Scriptor Inner Front Cover 


TYPEWRITERS, PORTABLE 
Olympia 
Triumph 


TYPEWRITERS, 
Olympia 


TYPING CARD 


TYPING CORRECTOR 
Perfec-Type 


VISUAL AIDS 
Thermo-Fax 116, 117, 118, 119 
XEROGRAPHIC EQUIPMENT 


Copyflo 
Goodkin 





MANAGEMENT BY OBJECTIVE 


HERMAN LIMBERG, J. D., Director of Management Reporting, 
Office of the City Administrator, City of New York 


OMEWHERE between the birth of 

scientific management and the in- 
vention of the electronic computer, the 
value concepts of facts must have be- 
come distorted. Facts are the key to 
scientific planning, evaluation and con- 
trol. In the wake of the Taylorian 
legions, however, the emphasis on facts 
—data, information, statistics, records 
and reports—has nurtured a paper 
octopus which, in the span of a half- 
century, has grown to monstrous pro- 
portions.. This octopus, conceived in 
scientific benevolence, has spread its 
tentacles into every area of human 
endeavor and has, paradoxically, pro- 
vided an inexorable challenge and 


stimulus to the scientific management 
crusade. 


As the generation and compilation of 
data have been facilitated and acceler- 
ated, their variety and volume have 
helped the octopus grow faster and 
fiercer; ever more costly to maintain. 
The rate of growth of this creature of 
rag and sulphite has even outpaced the 
progressions of Parkinson’s Law. 

To cope with the paper octopus and 
restrain it within manageable bounds 
(no sane administrator would even dare 
attempt to kill it), the principles and 
techniques of systems and procedures 
were developed as a promising panacea 
for paperwork problems. Today the 
systems and procedures function is in- 
tegral and indispensable to scientific 
management. Specialization in systems 
and procedures has attained a recog- 


14 


nized and honored profession; manage- 
ment associations, colleges and text- 
books continuously spread the gospel. 
Yet, the paper octopus spreads and 
grows and spawns. Why? 

For the answer, let us go back to 
Taylor and the principles of scientific 
management. Management means the 
planning, direction and control of an | 
enterprise. Scientific method in man- 
agement, as in any physical science, 
means defining the objective; compiling 
the facts pertinent to the objective; 
analyzing, appraising and interpreting 
these facts to develop conclusions; test- 
ing the conclusions; developing a plan 
of action; installing and implementing 
the plan; and taking necessary follow- 
up action to insure effectuation of the 
plan and achievement of the objective. 
In this standard formula the key fac- 
tors are objectives and pertinent facts. 

Although the standard formula for 
scientific management is repeated by 
professors and learned by students and 
accomplished managers, it is too fre- 
quently forgotten or disregarded in ac- 
tual practice. Hence, many business 
and governmental organizations con- 
tinue to operate without clearly defined 
objectives, compiling and compound- 
ing heaps of facts to feed the paper 
octopus. Even systems and procedures 
departments often embark upon studies 
without determining and clarifying the 
objectives of the activity before defin- 
ing the objectives of the systems study. 

The purposes of systems and pro- 
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cedures are to facilitate achievement of 
management’s objectives, prevent fail- 
ures to achieve objectives, and correct 
conditions which have caused such 
- failures. The work of the systems and 
procedures department should not be 
an end in itself, but dedicated and de- 
voted to facilitation, prevention and 
correction. 

A renascence of the good old prin- 
ciples of scientific management has nur- 
tured the development of a new ap- 
proach to their application in industry 
and government. This is management 
reporting or management by objective. 
New York City’s management report- 
ing system represents the new approach 
in government and, because of the 
scope and diversity of the city’s opera- 
tions, provides guidelines for effective 
application to business and industry. 

In October 1955, a task force of the 
staff of the City Administrator, after 
intensive study and research of report- 
ing systems in private indistry and 
government, developed a pattern of 
reporting based on the following ele- 
ments of the administrative sequence 
in planning, coordination and control: 

1. Clarification of the mission of each de- 
partment and each of its components. The 
mission is the primary purpose for which a 
department or component was estabiished; 
it is stated in broad, general terms; its dura- 
tion is limited only to the time when the 
purpose changes or ceases to exist. 

2. Review and analysis of each budgeted 
program. A program is a group of related 


functions and activities directed toward ac- 
complishment of mission. 


3. Development and adoption of program 
objectives, which are specific, measurable 
goals, expressed in such terms as quantity, 
quality, time, frequency, ratio, percentage, 
cost, etc., to be achieved within a stated 
period of time, both long-term and short- 
term. 

4. Development and adoption of yardsticks 
for measuring, reporting, and evaluating ac- 
complishment of objectives. Yardsticks are 
culled from the objectives and reflect the end 
results of the expenditure of time, effort, 
and money. 

5. Establishment and clarification of pol- 
icies to govern program administration. 

6. Review and evaluation of the plan of 
organization to determine its adequacy for 
achieving program objectives. 

7. Review and evaluation of systems and 
procedures to determine their adequacy for 
meeting program objectives and for generating 
the information and data indicated by the 
yardsticks. 

8. Periodic reporting of accomplishments 
in terms of stated objectives. 

9. Review and evaluation of reports, analy- 
sis of variances from goals, identification of 
areas of possible improvements and deter- 
mination of action required. 

10. Follow-up to effectuate necessary im- 
provements, revise objectives, etc. 


In November 1955, the task force 
submitted an outline for the manage- 
ment reporting system, which proposed 
the following: 


OBJECTIVES 


To enable the Mayor, the City Adminis- 
trator, and department heads to exercise man- 
agement control and to appraise the efficiency 
and effectiveness of departmental perform- 
ance, 

To provide a basis for establishing man- 
agement standards. 

To reflect results obtained from the ex- 
penditure of time, money, and effort. 

To provide a basis for developing pro- 
grams and for altering programs to meet 
changing conditions. 

To provide information for the Mayor’s 








American Management Assn, last month presented its silver plaque 
award to the author for extraordinary and continuing contribution 
of his services to the association and to the philosophy of education 
for management. Dr. Limberg is the first representative of govern- 
ment to receive the award in AMA’s 37-year history. 
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PROBLEM 
BEHIND 
HIM... 


SOLUTION 


FileSearch 





first practical and economic automated file/library! 


PROBLEM: As stated by 4 noted national business magazine in its September 1960 issue... 

“Mankind is learning things so fast that it’s a problem how to store information so it can 

be found when needed. Not finding it costs the U.S. over $1 billion a year. Now machines 
are being called on for help.” 


SOLUTION: New FMA FileSearch — first automated information storage and retrieval sys- 

tem to combine practicality with reasonable economy. FileSearch makes possible the 

complete indexing and storage of information on microfilm reels. Over 1,500,000 indexed 

document pages can be stored in one standard four-drawer filing cabinet. A thorough 
search for the desired documents is made automatically within minutes. The selected 
documents may be viewed or copied instantaneously. 


RESULT: Facts are filed and found faster, with significant savings in cost, space, and man- 
hours. Their immediate, finger-tip availability contributes to earlier, more effective 
executive decisions. Costly duplications of effort are eliminated ; administrative proce- 
dures and clérical tasks are accomplished more efficiently. And, FMA FileSearch is com- 
patible with your present systems and staff, complementing human capabilities by the 


elimination of repetitive, burdensome tasks. 


INVESTIGATE the advantages of FMA FileSearch now. For your copy of a detailed and 
informative brochure, and a schedule of FMA FileSearch demonstrations to be conducted 
soon in key business centers, write today, on your letterhead. 


FMA, Inc. 1234 Franklin Street ° El Segundo, California 


For More Information Circle No. 315 








Annual Report and for periodic public re- 
porting. 


CRITERIA 


Simplicity in the compilation, presentation 
and reporting of data to insure a minimum of 
effort in preparation, analysis, interpretation, 
and evaluation. 

Comprehensiveness and adequacy for ap- 
praisal and decision-making. 

Timeliness. 

Reliability. 

Significance in the light of predetermined 
objectives. 


BASIS 


The program budget should serve as the 
basis for the reporting system. Support for this 
concept is contained in the following excerpt 
from Vol. I of the 1953 report of the 
Mayor’s Committee on Management Survey, 
entitled “Modern Management for The City 
of New York” (Page 103): 

“The program budget sets up the targets 
and the authorizations against which the per- 
formance of the departments can be measured 
from month to month as the year progresses. 
It gives a solid basis for studying efficiency 
and for measuring the adequacy of service 
performed. This, in turn, becomes the basis 
for the following year’s budget and enables 
both the officials and the public to judge 
whether the moneys have been apportioned 
appropriately between the many competing 
programs which go to make up the total work 
of the City.” 

The contents of the reports should be cast 
in terms of the objectives of budgeted pro- 
grams to permit comparison of actual per- 
formance with projected goals. 


STRUCTURE 


The structure of the Management Report- 
ing System should consist of the following 
two parts: 

1. An Annual Planning Statement for each 
budgeted program or subprogram presenting 
long-term objectives and expected accom- 
plishments for the current fiscal year, and 
evaluation yardsticks designating the terms 
and measures for reporting accomplishments. 
The Annual Planning Statement should in- 
clude a budget summary showing allocations 
of positions and money for each program. 
(See Fig. 1 on opposite page.) 


2. Quarterly reports of accomplishments 
stated in terms of the predetermined yard- 
sticks and narrative interpretations of statis- 
tical data, including delineations of problems 
encountered or anticipated. A report of 
actual employment and expenditures should 
accompany the statistical and narrative re- 
ports of accomplishments. (See Fig. 2 on 
page 21.) 

The proposals of the task force were 
adopted and their implementation was 
begun early in 1956. Introduction of 
the Management Reporting System was 
accomplished gradually. Five depart- 
ments (Fire, Hospitals, Personnel, Pur- 
chase, and Sanitation) were selected for 
trial installations. The remaining de- 
partments were subsequently included 
as experience with the pilot departments 
indicated the practicality of the system. 
Orientation sessions were conducted for 
departmental reporting coordinators 
and a continuing program of develop- 
ment, testing, appraisal and refinement 
was instituted. 

Although the planning and reporting 
forms and the basic concepts and ap- 
proach were standardized, the program 
of each department required individual 
attention. Operations research tech- 
niques, involving such specialties as 
management analysis, engineering, ac- 
counting, statistics, semantics, econom- 
ics, and the social sciences, were applied 
in the process of development. The re- 
sult was a standardized format adapted 
to accommodate the special require- 
ments of each department. 

A major factor in the development 
of a management reporting system is 
the primary stress on the administrative 
significance and values of the reports 
to departments. This is based on the 





a 


Fig. 1. Three annual planning statements and a performance review form. 
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principle that the reports to the City 
Administrator should be a by-product 
of an effective reporting system within 


each department. In substance, this 
principle is also implied in the state- 
ment of the Mayor (in an Executive 
Order issued July 24, 1956) that: 


“The management reporting system devised 
by the City Administrator is intended to pro- 
vide a means by which the Mayor, the City 
Administrator, and the department head can, 
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through periodic operational reports, keep 
apprised of accomplishments and progress 
with respect to the Administrative manage- 
ment.” 


To date, all departments under juris- 
diction of the City Administrator are 
participating in the management re- 
porting system, although several refine- 
ments are still to be made. All line 
programs have been covered. In sev- 
eral departments reporting coverage is 
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being extended to include staff programs 
such as engineering design, maintenance 
and automotive. 


The management reporting system is 
centrally administered by the manage- 
ment reporting section of the Office of 
the City Administrator. This section, 
responsible to the First Deputy City 
Administrator, develops, installs and re- 
fines the system in each participating 
department in cooperation with man- 
agement analysts assighed as liaison to 
each department. In each department, 
administration of the system is coordi- 
nated by a reporting officer who is the 
liaison with the central management re- 
porting section. 

Annual planning statements and 
quarterly management reports, sub- 
mitted by the department heads to the 
City Administrator, are reviewed by the 
management reporting section, manage- 


ment liaison personnel and departmental 
reporting officers. Where the need for 
further inquiry or explanation is indi- 
cated, discussions are held with depart- 
ment heads. 


A memorandum of the review and 
follow-up, prepared by the management 
reporting section and the management 
liaison, is submitted to the First Deputy 
City Administrator, and a copy is sent 
to the departmental reporting officer. 
Where analysis of reported data indi- 
cates need for a management survey, 
its recommendation is included in the 
review. Depending on the scope, depth 
and implications of a proposed survey, 
the recommendation may be directed to 
the department head, pursued by the 
management liaison, or assigned to the 
management analysis section of the City 
Administrator’s office. 
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Each report is reviewed and chan- 
neled for such action as warranted. The 
basic concept was expressed by the 
Committee on Statistical Program in a 
report in 1956: “Action is the para- 
mount reason for reporting—statistics 
are a by-product.” 


Substantial progress has been made 
in the development and installation of 
our management reporting system. 
Foremost have been the inculcation and 
practice of the principles of scientific 
management. At all levels of manage- 
ment and administration, a planning 
consciousness has been fostered by the 
drive to establish specific program ob- 
jectives. This first phase of the man- 
agement reporting system imparted new 
meaning to the word “think” and pro- 
duced the stimulating sensation of a 
“mental cathartic.” The second phase, 
determination and specification of the 
evaluation yardsticks, emphasized the 
importance of pertinent and significant 
facts, and motivated an intensive re- 
view of record keeping, reporting and 
data processing. In the third phase, 
interpretation of the yardstick data to 
measure accomplishment of objectives 
and identify problem areas requiring 
study, reported information has been 
tested for validity and pertinence. 


The essential role of the systems and 
procedures function is sharply focused: 
facilitating the compilation and flow 
of required data, preventing deviations 
from planned objectives, and correct- 
ing conditions resulting in failures to 
achieve objectives. Fulfillment of this 
role necessitates integration of the sys- 
tems and procedures function into the 
total management process in a continu- 
ing cycle rather than on a crash or 
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@ You can save $50.00 on the purchase of a new 
Autocall 800-Series Paging System by trading in your 
old equipment now. Regardless of the age, make, type 
or condition of your present equipment, your Autocall 
representative is authorized to give you this cash 
trade-in allowance. This is an important saving, but 
your savings only begin here... 

oe 


* 


Autocall Coded Paging costs only a fraction of other 
types of communication systems ..*. service and main- 
tenance is almost negligible. It locates people rapidly, 
puts them in quick contact with your operator, with you, 
with customers calling in. It saves everyone’s time, does 
its job without distraction. There are many “plus” con- 
veniences, too; automatic Work Start and Dismissal 
Signaling, “Zone” Paging, “Watchman’s Call”, and 
Supplemental Coding which permits the operator to 
transmit confidential messages. New illustrated Paging 
Booklet points out all the time and money saving 
benefits ... write for your copy: The Autocall Company, 
Shelby 3, Ohio. 


flutocall pacinG 
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“let’s run it up the flagpole 


and see who salutes it’ 


This Madison Avenue expression gets more 
than a chuckle... it gets across a very 
important point. Will the basic idea behind 
a particular campaign do the job 

it’s intended to do. The same thought 
should be actively applied to the selection 
and purchasing of paper. You must be 
assured that the paper you specify will 
perform in exact accordance with your own 


pre-set standards .. . right down the line 


Fraser printing papers 


receive the salutes... 


SNOWLAND BOND. MIMEO ANC 
DUPLICATOR. FRA-OPAQUE 


asa Fraser Prper 


FRASER PAPER, LIMITED 


SALES OFFICES: NEW YORK. CHICAGO 
MILLS: MADAWASKA. MAINE 


| 


= 











For More Information Circle No. 230 
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“fire-fighting” basis. 

Among the benefits thus far pro- 
duced by our management reporting 
system, are: 


Clarification and implementation of ac- 
countability at every level of organization. 

Improvement of vertical and horizontal co- 
ordination and communication within and 
among departments and between the various 
departments and the City Administrator. 

Motivation of a continuing management 
audit of policies, organization, systems and 
procedures to facilitate and insure achieve- 
ment of objectives. 

Stimulation of greater line appreciation of 
and interest in management and systems an- 


alysis by promoting “bottom-up” participa- | 


tion in planning, evaluation, and control. 

Standardization of reporting on similar or 
related functions performed by a number of 
departments to facilitate comparison, co- 
ordination and correlation. 

Simplification and improvement of record- 
keeping and reporting procedures to generate 
information required for planning and con- 
trol and to eliminate data not pertinent or 
significant. 

Development of bases for cost analyses and 
control. 

Development and use of a classification 
guide for planning preventive maintenance 
and reporting the physical condition of build- 
ings, bridges, ferries, piers, firehouses, hos- 
pitals, motor vehicles, and other types of 
property and equipment. 

Facilitation of preparation of annual and 
special reports. 

Facilitation of planning and development 
of integrated data processing systems and 
determination of feasibility of mechanization 
and automation. 


The greatest stimulus for further de- 
velopment and refinement of the sys- 
tem has been provided by its accept- 
ance and active support by all echelons 


of participating departments, as well as | 
by the important benefits already de- | 
rived. The ultimate achievement will | 


be the complete integration of manage- 
ment reporting and the systems and 


procedures function into the adminis- | 


trative fabric of the municipal govern- 
ment. 
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Henri Fayol, authority on man- | 


AUTOMATIC MICROFILM 
READER-PRINTER 


Automatically makes a cut, letter-size print 
of outstanding quality from 16 or 35 mm 
microfilm in 20 seconds. Anyone can use the 
desk-top Filmarcor, under any lighting con- 
ditions, to produce 60-70 prints an hour, 


ARCOR 


Electronic 
Automatic 
Photocopier 





Produces perfect, true 

photo-exact copies of 

any document at the 

rate of six a minute—all automatically—just 
press the button. All office personnel can use 
the Arcor Electronic for multiple copying of 
any subject matter including all colors, 


Photocopier 





Handsome, compact, economical. Makes 
photo-exact copies —- anywhere, anytime. 
Copies all colors. Various models capable of 
processing paper from 8%” up to 33”. The 
smallest office can profitably use the Poly- 
micro. 

U.S. agents sought for this highest quality equip- 
ment which is now distributed throughout the 

rest of the world. 


* Societe POLYCLAIR 


52 rue de Ponthieu, Paris 8, France 


For More Information Circle No. 298 
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You Get Things Done With 
Boardmaster Visual Control 


yx Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

J Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yx Made of Metal. Compact and Attrac- 
tive. Over 500,000 in Use 


Full price $4g5o with cards 


FREE 24-PAGE BOOKLET NO. F-100 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 344 

















RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38. N. Y. 











For More Information Circle No. 343 
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agement, may have envisioned New 
York City’s management reporting sys- 
tem and its ultimate goal when he 
wrote: 

“Compiling the annual plan is always a 


| delicate operation and especially lengthy and 


laborious when done for the first time, but 
each repetition, brings some simplification and 


| when the plan has become a habit, the toil 
| and difficulties are largely reduced. Con- 


versely, the interest it offers increases. The 
attention demanded for executing the plan, 


| the indispensable comparison between pre- 
| dicted and actual facts, the recognition of 
| mistakes made and successes attained, the 
| search for means of repeating one and avoid- 


ing the other—all go to make the new plan 
a work of increasing interest and increasing 
usefulness.” 


A great deal more may be done to 
extend, refine and improve the manage- 
ment reporting system, but it has shown 
its potential as an effective means of 
curbing the paper octopus, imparting 
new significance to the concepts of data 


| processing and upgrading the systems 


and procedures function. Management 
reporting has set in motion the practical 
application of the principles of scien- 
tific management. 


“See to it that you don’t sneeze!”’ 
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DICTATION PORTABILITY , 

















All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere... anytime. Carries 
its own built-in, lifetime battery...complete with battery recharger. A single 
microphone button controls every action... dictate, Zu } 
backspace, playback, stop. Lightweight, easy-to-mail 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 

world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine . 
For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y, 


For More Information Circle No. 221 
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Sorting Carts Speed Navy’s 
Mail at Great Lakes 








CUSTOM-MADE Sorticart has 

halved the time required for pick- 
up, sorting and delivery of intra-office 
mail at the U. S. Naval Electronics Sup- 
ply Office, Great Lakes, Ill. Previously 
mail was sorted by hand and placed 
in bins on a desk top. Upon comple- 
tion of the sorting process, the mail 
was removed from the desk sorter and 
placed in a delivery cart. Since only 
one cart was available, deliveries were 


scheduled to begin every hour on the 
hour, seven times a day. 

Although most of the employees of 
the Electronics Supply Office are on 
duty from 8 a.m. to 4:30 p.m., Mon- 
day through Friday, the time involved 
in initial mail sorting precluded deliv- 
eries before 9 a.m. It was customary 
for the messenger to leave the mail- 
room on the first floor of the four-story 
building shortly before 9 a.m. and take 





How to Keep Track of Every Key 


TELKEE KEY CONTROL 


$73.90 Complete 


(75 capacity) 
KEE 
=m P. 


TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by lock location, 
number, description. 


TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 


Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 
cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
dustrial plants, hotels, stores, 
schools, hospitals, and public 
buildings, large and small, in USA, 
Canada, and overseas. 


FREE 16 page booklet. No obli- 
gation. Write for your copy today. 


O. MOORE, INC. cien rippte 24, Pa. 


For More Information Circle No. 390 
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A. Operator inserts mi- 
crofilm aperture card. 


B. Next, inserts sheet of 
ordinary paper, vellum, 
or offset paper master. 
Insertion starts auto- 
matic printing and proc- 
essing cycle. 


C. First print is auto- 
matically delivered in 30 
seconds; subsequent 
prints (of the same or 
different drawings) 
every 15 seconds, 





The Copyflo*® 1824 Printer, using ordinary paper, 
cuts costs of engineering-drawing reproduction 


Here’s a remarkable machine that 
sharply reduces the cost of engineer- 
ing-drawing reproduction because it 
uses ordinary, inexpensive paper. 

The XeroX® Copyflo® 1824 print- 
er, which requires no exposure or 
other adjustment, reproduces from a 
microfilm aperture card, making dry, 
positive, 18” x 24” prints—or smaller 
—at extremely low cost. It also copies 
onto vellum or offset paper masters. 

Operation is automatic. Prints 
ready for immediate use emerge as 
fast as four a minute. 

The quality of reproduction is su- 


perb. Images are sharp black-on-white 
and won’t rub off. There is no odor, 
no waste, and the finished print may 
be written on with pen or pencil. 
Write today for our free 1824 book- 
let giving the full benefits you can 
expect from a Copyflo 1824 printer. 
HALO XEROX INC., Dept. 61-219X, 
Rochester 3, N. Y. Branch offices 
in principal U.S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 


HALOID 
XEROX 


For More Information Circle No. 227 
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.in which it helps pay for a new salesman 


“$2,275! That's how much we'll save in man hours this 
year by replacing our hand bookkeeping methods with a 
Monroe Accounting Machine. The money saved has been 
used to help employ a needed salesman for our growing 
operations,” says W. Fred Kohler Jr. (center) Secretary and 
Treasurer of Martin & Kohler Insurance Co. of Shamokin, Pa. 

And — this $2,050 accounting machine has the capacity to 
handle additional insurance business as the company grows. 

Discover the growth and profit-ability that can be yours 
with a Monroe Accounting Machine. 


* That's the name you'll give to your MONROE ACCOUNTING 
MACHINE. It saves time, saves money by lowering accounting 
costs .. . makes money by freeing capital to grow on. 


pm FREE CASE HISTORIES —— 
Let us prove to you, with facts, how 

| 
Monroe Machine Accounting earned 

| companies like yours more money 

| to grow on. Write: 

| Accounting Machine, Dept.19, | 

| Monroe Calculating Machine Co. | 

L Orange, New Jersey. 


SEE THE 
MAN FROM 


for CALCULATING 
ADDING - ACCOUNTING 
OF LITTON INDUSTRIES §=©DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and Servic 2 in Principal Cities Everywhere. General Offices, Orange, N.J. 
For More Information Circle No. 248 
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his cart to the fourth floor, via the serv- 
ice elevator. Delivery and pickup of 
mail were accomplished at a central 
point in each office from the fourth 
floor down to the first. 

No attempt was made to sort mail 
picked up until conclusion of the first 
trip in the mailroom. As a result, con- 
siderable time was lost between release 
and delivery of intra-office mail and 


without success. Division director, C. 
C. Heatlie, suggested they collaborate 
in designing a system. This resulted 
in three Sorticarts, a J-shaped mailing 
table and a revised delivery schedule 
to assure that any piece of correspond- 
ence will reach its destination in the 
office within one hour or less. 
Varying shifts have been introduced 
in the mailroom. One employee is 





special messenger 
service frequent- 
ly was required 
to expedite urgent 
items. Since the 
office processes 
over 5000 pieces 
of incoming mail 
each week and ap- 
proximately 10,- 
000 pieces of out- 
going mail, in ad- 
dition to hun- 
dreds of items of 
intra-office corre- 
spondence, instal- 
lation of an im- 
proved mail pro- 
cessing method 
was highly desir- 
able. 

R. C. Robert- 
son, head of the 
Correspondence 
Section and Feli- 
cia Aceto, head 
of the Mail Unit, 
Office Services 
Branch, Adminis- 
trative Services 
Div., leafed 
through equip- 
ment catalogs 





ERCURY INDUSTRIES, INC. 
365 BROADWAY * HILLSDALE, N. J 


MERCURY 


A NEW CONCEPT 
IN 


A versatile and 
flexible office conveyor 
of 


NORTH 
4-2636 
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FINE LINE DRAWINGS COLORFUL 
ILLUSTRATIONS 








7.X oy UY 
SAMPLES 


First Class 
BUSINESS REPLY MAIL Permit No. 1877 


No Postage Stamp Necessary if Mailed in the United States Chicago, Ill. 


POSTAGE WILL BE PAID BY 


A. B. DICK COMPANY 


5700 West Touhy Avenue 
Chicago 48, Ill. 











Free packet of offset samples— 
36 actual jobs run on the 
amazing 320 TABLE TOP 
Offset. Here's what you get: 


e Letterheads e Bulletins 

e Post Cards « Programs 

e Office Forms « Stationery 
that you can e Sales Sheets « Price Lists 
save money e Engineering Drawings 
and improve e Legal Documents 

e Admission Tickets 

e Punched Tabulating Cards 
your copies! e Xmas Cards « Small 


~, Newspaper « MANY MORE 


TEST AND COMPARE these copies with the copies you're 
now getting. You'll be amazed at the difference 


Here's proof 


the quality of 


Send card for your free packet 
of offset samples today! 


36 FREE OFFSET SAMPLES 


MAIL THIS CARD TODAY! 


Name 








Title 








Organization 








Address 








City 








at the kinds of jobs 

the A.B. DICK model 320 
TABLETOP OFFSET 
DUPLICATOR prints at a 


big savings 


Think of! it A compact (21” x 24" x 35") versatile offset machine designed 
to fit even the smallest office. You've never seen anything like it. The 
320 gives printshop results at a fraction of the cost. Produces beautiful, 


exact copies (up to 7800 per hour) of line work, halftones, and text in 
black and white or colors. Office girls who have worked with this 
TABLETOP OFFSET Say it’s easier to operate than most office ma- 
chines. You get perfect copies from first to last, because exclusive 
Aquamatic control meters exact amount of fountain solution to properly 
balance water and ink. And its price is as small as its profile. 

Send for sample packet of 3, 4, and 5 color jobs, halftones, intricate 
‘artwork, drawings and forms. MAIL THE ATTACHED CARD TODAY! 


® 
® s e For More Information 
Circle No. 479 


DUPLICATING PRODUCTS 











Ae NORATC Cem BANRNAC URINE COmPAET 














LIFE-LIKE STATIONERY BULLETINS 
HALFTONES 





Mail bags come to 
the end of the 
table (at right), 
contents are opened 
and rough sorted. 
Final sorting is 
done at desk (left) 
where mail is in- 
serted into sections 
of Sorticart stand- 
ing between desks 
(see bottom photo). 








assigned from 6:30 a.m. to 3 p.m. 

Mail is picked up at the Great Lakes 

Post Office, sorted and ready for de- 

livery at 8 a.m. Deliveries are made 

every half-hour thereafter until about 

3:30 p.m. Another employee works 

from 10 a.m. to 6:30 p.m. to facilitate 

pickup of outgoing mail after hours, . : 
processing and delivery to the post of- C. C. Heatlie, M. R. Shatto, R. C. Robert- 


son and Felicia Aceto of the Great Lakes 
Naval Electronics Supply Office. 


J 


fice. A third employee works from 


Sorticart contain- 
ing sorted mail is 
rolled off its plat- 
form behind mail 
desk and propelled 
through the build- 
ing to deliver the 
mail. Another cart 
takes its place be- 
tween desks to re- 
ceive more incom- 
ing mail. 
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most 
remarkable 


typewriter 


paper 
on the 


market! 


No more messy erasure marks, strike- 
overs, or smudges. Cleaner, neater let- 
ters every time with Ezerase because 
typing errors disappear with the flick 
of an ordinary pencil eraser. 


For your free trial packet, drop: 
a card with your name and 
address to: 


[SEz4EIRAS IS 


MILLERS FALLS PAPER COMPANY 
Millers Falls, Massachusetts 


For More Information Circle No. 322 





Te) 
OTHER 
PAPER CUTTER 
BUILT 
O WELL 
TO .SELL 
so Low 


TP netun 





SIZES 14" & 18" 
€2012" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 340 
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Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each, 


For More Information Circle No. 341 





Tuesday through Saturday to process 
all incoming mail and deliver it to the 
appropriate divisions so that it will be 
available for action at 8 a.m. Monday 
morning. 

The mobile carrier has built-in sort- 
ing bins. Constructed to specifications 
of the trio of designers, each of the 
three carts provides 20 bins for sort- 
ing mail and space for packages and 
bulky items. The cart is wheeled up 
a slight incline to a platform between 
two desks at the curved end of the J- 
shaped mailing table. 

These desks, also custom-made, are 
only 19” deep, bringing the sorting 
bins within arm’s reach. The back of 
the cart can be removed so that sort- 
ing is done simultaneously at the two 
desks and mail is placed in the open 
bins from both sides. As delivery time 
approaches, the cart is wheeled off 
the ramp, the back fastened on, and 
the messenger begins his rounds. 

Starting on the first floor, the mes- 
senger works upward. He delivers the 
incoming mail and picks up outgoing 
intra-office mail, which he sorts into 
the appropriate bins before going to 
the next stop. Upon completion of one 
run, he reverses his steps, picking up 
outgoing correspondence at each stop 
on his way downstairs and delivering 
the remainder of the intra-office mail 
picked up during the first half of the 
round trip. 

In the meantime, a second cart has 
been wheeled into place in the mail- 
room and the bins filled. Before the 
first messenger returns, the second has 
begun his rounds. With three messen- 
gers, all three carts can be actively em- 
ployed in sorting or delivery. 
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IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 
this beautiful office furniture! 


MATCHING #7795 DESK AND +258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 
Plus feature: excellent for use with busi- 
ness machines. Companion chair is up- 
holstered in quality vinyl plastic with 
urethane foam cushion. 


ALL-METAL #127 FOLDING CHAIR 

This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


oem 
fel cmain 


Write today to: 


VIRCO MFG. CORPORATION. 


Dept S-4, P.O. Box 44846, Station H 
Los Angeles, California 
Plants also in Arkansas and Pennsylvania. 
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for use on 


Thermo-Fax Machines 


You've never seen anything like it! 

You get clearer, heavy-weight copies— 

black or brown—less curl, less crease. 
Superior contrast, non-glare and 
non-transparent. Will accept more 
handling—will endure prolonged exposure 
to heat and has better file life .. . all this 

and it costs less. For free demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y, 


AVAILABLE THROUGH BETTER 
STATIONERS EVERY WHERE 


For More Information Circle No. 350 
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ELECTRONIC DATA PROCESSING AND 
AUDITING by Felix Kaufman. Ronald 
Press, 15 East 26th St., New York 10, 
180 pp., $6. 


A comprehensive treatment of the effects 


| of electronic data processing systems on 


accounting and auditing practices. De- 
signed for those concerned with the con- 
trol of EDP systems, the book defines the 


| elements in these systems and the way they 
| are planned, and analyzes the electronic 


data processing arrangements for typical 
accounting applications. 


| ECONOMIC ISSUES OF THE 1960s by 


Alvin H. Hansen. McGraw-Hill, 330 West 

42nd St., New York 36, 244 pp., $7.50. 

Outlines a detailed, unorthodox and con- 
troversial plan to conquer the business 
cycle by automatic adjustment of tax rates 
to control cycles rather than a monetary 
policy of fluctuating interest rates. Points 
out that tax rate adjustments act “almost 
instantaneously” because they are collected 


| at the source, while monetary policy is ef- 
| fective “only after the general liquidity of 


a rich community has to a considerable 


| degree been exhausted.” 


WAGE AND SALARY ADMINISTRATION 


by Adoph Langsner & Herbert G. Zol- 
litsch. South-Western Publishing Co., 5101 
Madison Road, Cincinnati 27, 726 pp., 
$7.50. 

Presents 


the philosophy and funda- 


| mental principles essential for establishing 


and maintaining adequate and equitable 


| compensation for all employees. Subjects 


discussed include the framework of wage 


| and salary administration, fundamentals 


of job evaluation, fundamentals of em- 
ployee evaluation, job standardization and 


| work measurement for wage and salary 
| control, compensation methods and wage 
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An AYE for the future! 


Say Yes!" to tomorrow with the Norelco dic- 


tating and transcribing system... for it's the 
only system which can expand to meet your 
future needs without the usual growing pains. 
...Norelco gives you two machines at the 
cost of only one of the higher-priced models. 
... Norelco gives you twice as much simplic- 
ity; it takes only half the time or less to train 
a new girl to transcribe from it. There are 
only 6 controls for all functions. ... Norelco 
has the easiest possible kind of loading— 
magazine loading. ...The slimmest, trimmest, 
secretary you've ever traveled around with— 


weighs a mere 8 pounds—the Norelco can 


Dictating Equipment Division 


record conferences, telephone conversations, 
and your testimonial letter to us. What more 
do you want?...a free demonstration in your 
office, right at your desk? Fine! Just ask us 
for one! Do it today. Why wait for tomorrow? 
All the features you need ... only the features you need: 
only six simple controls for all dictating and 
transcribing functions * true fidelity sound 
easy portability * instantly reusable magnetic 
tape * automatic end-of-tape buzzer ¢ instan- 
taneous telephone-record switch * modern 
decorator styling...just $189.50 (plus tax), 
including of course...the famous, exclusive 
Norelco fumble-proof magazine loading. 


Norelco 


NORTH AMERICAN PHILIPS COMPANY, INC. « 230 Duffy Avenue, Hicksville, L.1., N.Y. 
For More Information Circle No. 289 





magnetic 


VISUAL CONTROL BOARDS 
» , : 


Las ts poms omens ACS | 


efore yi }o ie) ee 
a a SIEMENS 


Make Card and Peg Systems Obsolete 
No fuss . . . no mess with cards, pegs, or other 
signal devices with “Maggie’’ Control Systems. 
Permanent colored magnetic indicators that move 
with fingertip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, etc. 
there are no cards or pegs to replace. 


Indicators—begi 
For further information, write to: 


reetoterept-mrrtele pelt lom st-tilel metic t-Rele) ge) 
ll West 42nd Street e New York 36, N. Y 


For More Information Circle No. 351 





Mr. Charles G. Thomas— Manager, Purchasing... 
Dresser Manufacturing Div., 
Dresser Industries, Inc., Bradford, Penn. 


“Marvelead makes Dixon Ticonderoga 
pencils better than ever. I know. 
I’ve used Dixon pencils for years.” 
THE JOSEPH ‘oO 
7% CRUCIBLE CoO. 


Jersey City 3, N. J., Ticonderoga, N. Y. 
Mexico City, D.F., Sandusky, O., Newmarket, Canada 


For More Information Circle No. 352 
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incentive structures, compensating mana- 
gerial personnel, wage and salary adminis- 
trative controls. 


EXECUTIVE CONTROL — THE CATA- 
LYST by William Travers Jerome III. 
John Wiley & Sons, 440 Fourth Ave., New 
York 16, 275 pp., $6.95. 

Examines the nature and meaning of 
executive control and develops a rationale 
upon which the selection and utilization of 
specific control techniques can be based. 
Executive control is, or should be, a sys- 
tematic effort to evaluate actual perform- 


| ance in the light of clearly defined overall 
| objectives,.a process which serves as the 


basis for allocation of resources and for 


| corrective action. Emphasis is given the 
The first cost is the last cost because | 


development of valid, reliable criteria for 


| measuring and comparing performance. 


Case histories show how these ideas have 


_ been applied in three major businesses. 


THE EDUCATION OF BUSINESSMEN by 
Leonard 


S. Silk. Committee for Economic 
Development, 711 Fifth Ave., New York 
22, 48 pp., Free. 

A summary review of the Gordon- 
Howell and Pierson studies of present-day 
business education (financed by the Ford 
Foundation and Carnegie Corp.) and its 
value to those who acquire such college 
degrees and to the firms which employ 
these graduates. 


IMS FILM RENTAL LIBRARY BULLE- 
TIN. Industrial Management Society, 330 
S. Wells St., Chicago 6, 27 pp., Free. 
Lists 88 films on work simplification and 
industrial engineering techniques. All films 
have won awards in the annual Methods 
Improvement Competition of the Society 
and can be rented. 


SUPERVISORY TRAINING MANUAL. 
Life Office Management Assn., 110 East 
42nd St., New York 17, 276 pp., $26. 
Designed for life insurance companies 

not having experienced training specialists 

or those which have never conducted a 

supervisor training program. 
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BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
‘touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 


\| STAPLING, 100! 


BATES ‘“‘56” Electric Stapler 
Completely automatic, staples at a 
touch of the paper. Uses a BATES ‘‘56”’ 
standard stapler, easily removable and 
replaceable, loading 210 standard 
staples. Adjustable depth gauge makes 
it easy to place staple the desired dis- 
tance from edge of paper. Other fea- 
tures include compact design, push- 
button loading and “Safety-matic”’ 
construction. 


BATES ELECTR 


For complete information, write 


Standard for Excellence the BATES manufacturing co. 


Orange, New Jersey 
New York Office: 63 Vesey Street, New York 7, N. Y. 


NUMBERING MACHINES ¢ STAPLERS « LIST FINDERS * PUNCHES « STAMP PADS « EYELETERS 





For More Information Circle No. 225 
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NEW! 


GOODKIN HORIZONTAL 18” CAMERA 


High-speed quality production without devouring space... 


only $895 


Goodkin’s new Horizontal obeys every requirement for pre- 
cision production of line and halftone work plus the first- 
step needs of Ektalith, Gevacopy and Xerography. Below are 
some of the key features. For the complete story, write 
us today. 


e Requires just 60” x 25” of floor space; ideal for operation 
inside or out of darkroom 


Individually calibrated f6.8-45 lens enlarges or reduces 
up to 300%; covers 14” x 18” focal plate area 


Each of four reflector flood lamps can be rotated full 
360°; once set, need for repositioning is practically nil 
Special focus system assures ultimate in accuracy; ball- 
bearing guide wheels and rack-and-pinion track system 
permit smooth travel; eye-level loading and shooting 


Stondord equipment: Lens, lights, timer and film holder. Priced slightly higher Denver and West. 


GOODKIN 


The M. P. Goodkin Co. Dept. A 112 Arlington Street Newark, New Jersey 


GOODKIN 





HERE'S HOW 


Ink is ink, true, but you’d be surprised how 
the right ink can improve the appearance of 
data processing forms and make your tab 
room operation smoother. 

In manufacturing GC Forms we take as 
much care with ink choice as we do with 
paper, carbon, fastening and punching. 
Making your forms attractive as well as 
functional is our business. 

Are you concerned with unusual colors? 
We'll give you any color you wish, mixed to 
match your trademark or company symbol, 
consistent every time. 

Special ink types? We have them. Multilith 
reproducing or non-reproducing, Thermo- 
faxable, magnetic. 

Ink quality? We use only top grade — 
smooth, non-smear, sharp, readable. 

We'd like you to see and judge for yourself 
the quality of GC Forms printed with various 
inks. Just send in the coupon and we'll be 
happy to forward samples. GC Forms are 
distributed everywhere by leading business 
forms specialists. 


OUR INK KNOW-HOW 
CAN HELP YOU DO 
A BETTER JOB 
IN THE TAB ROOM 


r 
| CLARKSON PRESS INC. 

| A Subsidiary of 

| GRAPHIC CONTROLS CORP. 

I Dept. OF, 189 Van Rensselaer St., 
Buffalo 10, N. Y. 


| Gentlemen: 


Please send me sample GC Forms printed in 
| various types and colors of ink. 


| Name 





| Firm 





| 
| Address. 








For More Information Circle No. 238 
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Interfiling just couldn't be simpler! 


VITBEE 
SWING-HINGE 
BINDER 


YOUR OFFICE PERSONNEL will keep filing current 
when you change to modern MBee Swing-Hinge 
binders. They are so simple to use, filing becomes a 
pleasure. The hinges swing out, unlocking the 
prongs which open w-i-d-e for easy filing and remov- 
ing. And this binder lies flat . . . gives you complete 
visibility of records. Quick shelf reference from 
large, easy-to-read label holder. New split-prong fea- 
ture now available for ring binder or specially- 
punched sheets. 


MCBEE BINDERS are unconditionally guaranteed for 
one year. Stock sizes in a great variety of binder 
styles are maintained for immediate delivery. Call 
your nearby Royal M°Bee Data Processing Represen- 
tative, or mail the coupon for complete information. 


ROYAL M‘BEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


Royal MCBee Corporation 
Data Processing Division, Port Chester, N. Y. 


Please send me complete information on the MCBEE 
SWING-HINGE binder. 


NAME 





COMPANY 





STREET 





| 
| 
| 
| 
| 
| 
| 
| 
| 
| 





For More Information Circle No. 420 
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TWO GREAT NEW IDEAS 


FOR TYPISIS 





BRITE 
TYPE 


te garrervre ha 


















Miracle stix wipe dirty keys No messy brushes or putty! Britetype Stix clean type 
clean without soiling hands. quick and easy, bright as new. Pkg. of 10 only 98¢.* 


PERFEC- 
LYPR 


© 


ee® 


xe q 
tee . SS, .oit* ¥ i 
Zz ) 


Magic slips of paper correct Now corrections in half the time with every letter 
typed mistakes without erasing. “letter perfect.” Double-size pack, 308 sq. in. 


. Pray om retail 


PERRY- SHERWOOD “CORPORA TION, 
257 Park Avenue South, New York 10, N. Y., Dept. 5 


\ | A ] [ [-] Please send me free demonstration samples. 
4 4 A 


[) I am interested in a PERFAX Thermographic 


me el ) UJ PC YN Paper Franchise. 
Name__ 
a FS ( ») W FOR Company 
F Re * 


Address 





















For More information Circle No. 262 


COMPLETELY AUTOMATIC 
NEWI PHOTOCOPIER 


MODEL 10 


DESIGNED 
AND 
DEVELOPED 
BY 
ROBERT VINCI 














SAVES TIME! SAVES MONEY! 
GET ONE FOR EVERY DEPARTMENT 
AT THIS LOW PRICE 


NOW ... you can do away with “shuttle” service 

to central copy areas . . . save time wasted in wait- 

ing for copies. The new ROVICO 10” FOTO- 

MATE gives you cartridge loading ease. Just 

slip in the ROVI-PAK disposable sealed cartridge. 

One simple lever controls the copy mechanism. 

The ROVICO 10% FOTOMATE offers all the 

advantages of a dry machine. . . yet produces jet- 

black on white permanent, legally acceptable copies of typing, ball 
point pen, fountain pen, all inks, rubber stamps, spirit duplication, 
pencil, etc. 


COMPLETE LINE OF PHOTOCOPY EQUIPMENT & PAPERS 


ROVICO INCORPO RATED Phone or write for information 


320 Market Street ° Newark 2, New Jersey 9 las MArket 3-3353 
For More Information Circle No. 414 
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now it’s easy to pick the paper you need — 
from the 535 items in the new Stan-Pak Run-Rite line 


Pick a grade. A color. A 
finish. A weight. The new 
Stan-Pak* Run-Rite* line 
gives you precisely what 
you need in office-size 
printing and duplicating 
papers. And at a sensible 
range of prices to suit 
your budget. 

Even more important, 
you'll be assured of real 
performance —the kind 
that keeps your machines 
rolling at peak efficiency. 
That’s because Run-Rite 
quality control overlooks 
nothing. 

Trouble-Free Running 

Take flatness. We labo- 
ratory-test all our papers 
right on the duplicating 
machines they’re made 


*r. mM. 


for. Stan-Pak Run-Rite 
Papers come to you flat. 
Lie flat in the machine. 
And feed flat. 

But really trouble-free 
running calls for many 
more qualities. Controlled 
moisture to avoid static 
conditions and insure good 
printability. Accurate 


trim and finish to prevent 
feeding jams. Even cali- 
per, uniform weight and 
careful surface sizing to 
give you sharp, clean ink 
impressions. You get them 
all in Stan-Pak Run-Rite 
Papers—a line that com- 
bines the products of our 
Eastern, Chemical and 
Missisquoi mills. 

See For Yourself 

Next time you order pa- 
per, try the brand that’s 
madetorunright. Through 
the duplicating machine. 
On the press. In the 
typewriter. 

We’re confident you’ll 
specify it every time. 
STANDARD PACKAGING 
CORPORATION, N.Y. 17 


For More Information 
Circle No. 275 





SADA 


a 
ex» duplicating 


Sada Sprint. 

The spirit duplicator for the reproduction 
of any typescript, manuscript and freehand 
drawing in one or more colours 


Sada Replic 

The most up-to-date stencil duplicator which, 
though reduced in dimension, is hand or 
electrically operated 


Sada Reporter 
The most accomplished model of automatic 
stencil duplicator, electrically operated 


Sada Sprint 
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Sada Reporter 


t 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 


For More Information Circle No. 224 
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THIS TRADE MARK STANDS FOR 


P. reciston 























SPECIALIZING IN 


Cutting and Edging Typewriter Ribbon Fabrics 


(nti anil Sib . Tylon y 


WIDTHS ACCURATE @ ALL WORK GUARANTEED 


A 


PROMPT SERVICE 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE, HAWTHORNE, NEW JERSEY 











For More Information Circle No, 263 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 

Fascinating, jet-aged 
models meet every de 
mand of today’s and to- 
morrow’s business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


FP OSES SOSMSSSSSSSSSaA sss eeeoeeeeseoe 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 

Please rush more information on the complete line of REGNA 
cash registers) REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna-Joeli 
Dealer. 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 
In Canada: Regna Cash Registers of 
Canada oe a 
704 etre Dame St. Montreal, Ae 
OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 522, Bergen, Norway 
For More Information Circle No. 260 
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Comptograph is always ready to mul- 
tiply, add, subtract, regardless of previous operation. 
No levers to preset or reset. Multiplies any two fac- 
tors, regardless of length, up to total of 12 digits in 
both factors. Multiplies three or more factors with- 
out re-entry of intermediate results. For a dem- 
onstration see the Yellow Pages for your nearest 
Comptometer sales representative or write Comp- 
tometer Corporation, Dept. 0-4, 5600 Jarvis Avenue, 
Chicago 48, Illinois. 


Comptograph...New automatic 


printing multiplier... 


SIMPLE OPERATION * AUTOMATICALLY TOTALS * AUTOMATICALLY PRINTS ANSWER AND 
BOTH FACTORS IN THREE EASY-TO-READ HORIZONTAL LINES 














COMPTOMETER 


CORPORATION 


BUSINESS MACHINES + BUSINESS FORMS + GOLF EQUIPMENT 
COMMUNICATION EQUIPMENT + ELECTRONIC PRODUCTS 


For More Information Circle No. 231 
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4 PLASTICO 
6 BOUND 


HAND-OPERATED 


PUNCHING UNIT Exclusive precision sei ah -_ insert cover and 
shearing action produces accurate, , look again! It’s 
clean, punches. LAS TICO- se se — looks like “a 
E million,” costs pennies! 

exclusive 


ARCH DESIGN 


ask for ‘‘Plastico”’ 
cee So simple, anyone can bind every “set” of printed, 
typed or mimeo material. Moments after gathering 
the sheets, your PLASTICO-BOUND book provides 
flat-view double spreads — easy-turning pages — 
colorful, long-life usefulness. Learn now, how your 
office can have this prestige at low, low ccst! 


_ PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America — 
732 Sherman St. Chicago 5, lll. 


D FAL : R S \ PLASTIC BINDING CORPORATION 


: 4 DEPT. O 732 SHERMAN ST. CHICAGO 5, ILL. 
| aa RUSH FREE Booklet with full info on new PLASTICO 
Pa Hand-Operated Punching and Binding Units for 

e id Ah :-Pemah Office or Plant use. 
A FEW PROFITABLE PLASTICO 

TERRITORIES OPEN 
for live-wire distribu- Firm Name 
tors handling office 


equipment. Address 
Punching and Binding 
Machine sales create con City 

on 


Name Title 











Zone State 





tinuous 
_ plastice 


For More Information Circle No. 228 





How can 
you re-use 
this sturdy 
Graphicopy 





STORAGE? Many Hammermill! Graphi- 
copy customers use this handsome carton 
after the paper is gone. The flip-top lid 
opens easily, closes snugly, keeps out 
dust, protects contents from damage. 


ae WAMMERMILL 


FILE? The carton makes an 
excellent file. It’s just the 
right size to take most file 
folders, many other office 
odds and ends. Meanwhile, 
don’t overlook the best 
reason for collecting these 
cartons—the cut-size 








DELIVERIES? Use a sturdy Hammermill KAN 2 - 
Graphicopy carton to deliver the pieces \ MY VA // SN 
your office prints on fast-running Graphi- WY . 


. SS . Mf N S 
copy Papers. Ask your Hammermill Ps WA 7’, 


man for Graphicopy cartons, full ones. e oe 





THE BIG REASON for collecting Graphicopy cartons is inside—Hammermill Graphicopy Papers. 

These 842 x 11 and 842 x 14 and larger papers are made for printing, duplicating and office 

use. They're made right to run right on your equipment. Ask your nearby Hammermill supplier 

to introduce you to Graphicopy Papers. Hammermill Paper Company, Erie 6, Pennsylvania. 
For More Information Circle No. 232 
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METRECAL 





Ekco Products Co. bakery inspector 
Michael Esposito samples the first Met- 
recal vending machine created and in- 
stalled by Interstate Vending Co., Chicago, 
to meet the demand for a dietetic lunch 
by office and factory workers. An 8-oz. 
can of Metrecal, in a choice of vanilla, 
— and butterscotch flavors, costs 
ic. 


Two beautifully realistic pic- 
tures typed on a Royal type- 
writer by Mme. Couturier, a 
member of the Royal McBee 
subsidiary, Paris, France. The 
delicate feeling of a Japanese 
print at right was done with 
standard characters and em- 
phasis on the parentheses. 
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Three for Atlanta 


New office buildings are changing the face 
of downtown Atlanta, Ga. The 31-story 
Bank of Georgia Building (top left) is the 
tallest reinforced concrete building in this 
country, rising over 431 ft. Recently occu- 
pied is th “all-electric” home of Georgia 
Power Co. (bottom left) with 22 stories 
reaching 300 ft. above the city’s famed 
Peachtree St. The unusual structure below 
is the 20-story Commerce Building which 
started as a garage. Office space above the 
parking area was added to accommodate 
the Chamber of Commerce and other 
groups. As completed, the building has 
nine fioors of garage, five of offices, a two- 
story luncheon club, one utility floor, an- 
other for machinery, an observation floor 
and a penthouse for overnight guests of 
the owner, Citizens & Southern National 
Bank. 
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First step in the electronic system at 
Michigan National Bank, Lansing, is the 
imprinting on a _ Burroughs P703 of 
amounts on checks returned to bank for 
payment. It also prints account numbers 
and amounts not previously coded. 


Here the Burroughs B301 system takes 
over. Sorter-Reader, which can sort and 
classify 1560 checks and other items per 
minute, reads account numbers § and 
amounts while other B301 units electroni- 
cally list the checks. 


EDP in 
Michigan 
Bank 


All customer in- 
formation on mag- 
netic iape goes to 
the Burroughs 220 
computer which 
updates customer 
checking account 
records, stores it 
on another mag- 
netic tape. 


Listings are printed on a four- 
tape printer (right) which pro- 
duces a master record of all 
checks and three other lists. 
Control unit (rear) converts the 
information into computer !an- 
guage on magnetic tape. 








This tape goes to high-speed printer (right) 
which periodically produces customer 
statements and ledgers at 1200 lines of 
120 characters per minute. 
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Photo above shows how top floor of the 
new Gateway Center Building No. 4 in 
Pittsburgh looked on Sept. 9, 1960. 
Ketchum, MacLeod & Grove, Inc., Pitts- 
burgh advertising agency, moved into the 
three top floors on Dec. 19. Exterior view 
of 22-story building is seen at left. 


wl lil | 


View below shows the public relations de- 
partment in KM&G offices. Pittsburgh 
Plate Glass Co. floor-to-ceiling unpolished 
glass paneling separates offices and cor- 
ridors. Canteen above has an abstract 
mural of Vitritile (at left) depicting the 
city’s Mt. Washington. (See opposite page.) 











Two executive secretar- 
ies check a memo while 
another breaks down in- 
coming correspondence 
in the 22nd floor execu- 
tive offices overlooking 
the Golden Triangle. 





The agency maintains a large library. Here 
librarians Dorothea Neilson (right) and 
Jean Collins examine reference material. 
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Peggy McGowan operates and keeps watch 
over ad agency’s electronic tabulating 
equipment. Billings by KM&G are ex- 
pected to reach $36 million in 1961. 


This view shows a cor- 
ridor looking toward the 
executive suite. Central 
filing is located at left. 





Tying Machines 
Handle Mail 
By the Ton 


These two machines help speed the re- 
ports. Mail moves from the sorting tables 
to the tying machine and on to the mail 
bags in one continuous, smooth operation. 
Each tie takes only about two seconds. 


More than 15 tons of reports on new tax 
and business law developments are sent 
out each week by Commerce Clearing 
House, Chicago. Operating its own print- 
ing and mailing departments, it uses Bunn 
tying machines in its mailroom. Here re- 
ports, sorted for destination, are tied for 
mailing. 


A continuous direct mail campaign is car- 
ried out by Commerce Clearing House 
with the aid of two Phillipsburg inserters 
and two B. H. Bunn Co. tying machines to 
handle all subscription mailing work. 
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This low-cost, 8” 
monitor screen, 
which can be re- 
cessed into any 
desk, was devel- 
oped by Nord 
Photocopy & Elec- 
tronics Corp. to 
permit brokers at 
Myron A, Lomas- 
ney & Co., New 
York, keep up 
with market 
changes without 
leaving their desks. 
A transmitter 
sends quotations 
direct from mov- 
ing ticker tapes of 
both the New 
York and Ameri- 
can stock ex- 
changes. 


Traders are kept instantly informed of stock changes by desk-size transmitter (center 
rear) which transmits over a closed circuit by means of the Scan-A-Graph principle. 
ra picks up quotations directly from ticker tapes without using cameras, lights or 
enses, 
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Offices Help Sell 
Lighting Fixtures 


Photometric laboratory tests prove lumi- 
naire designs prior to their introduction. 
Performance curves and tabulated coeffi- 
cients of utilization are constructed from 
information developed. Control panel (at 
right) provides remote mechanical and 
electrical control of photometer and re- 
mote reading of beam candlepower. 





The new offices of Lighting 
Dynamics, Inc., Los Angeles 
subsidiary of John C. Virden 
Co., help sell the commercial 
and industrial fluorescent light- 
ing equipment which the firm 
manufactures. View at left 
shows the sales and material 
control area with 200 foot- 
candle illumination at desktop 
level. 





The accounting area with dim- 
mers up and light intensity at 
150 footcandles at desktop 
level. For more information 
about this firm’s office lighting 
systems, Circle No. 212. 


For More Information 
Circle No. 472— 


“When you're 
talking about 
ledger... 


Gilbert’s 
got it!” 


~ 


“Sure...both regular and machine “Regular comes in White, Buff, Blue, 
posting finish. Big choice of sizes, | Pink, Green and Green Tint.” 
weights and colors.” 





“Same for machine posting plus “Perfect for writing, ruling, 
Salmon. Plenty strong, too, 25% cotton printing and good erasing.” 
fibre content, tub-sized, air-dried.” 


Here’s the complete line-up... 
111 standard items in the 25% grade 


GILBERT LEDGER 


25% New Cotton Fibre 


Grain either direction, most items. 


STOCK SIZES AND WEIGHTS ¢ 1000 SHEET COUNT 


WHITE AND BUFF, BLUE, PINK, AND GREEN TINT 
REGULAR LEDGER FINISH REGULAR LEDGER FINISH 





Sub. 24 Sub. 28 Sub. 32 Suh. 36 Sub. 24 Sub. 28 Sub. 32 
48 56 64 72 17x22 48 56 64t 
59 68 78 88 19x 24 59 68 78t 
61 71 81 92 17x28 61 71 8lt 
% 112 128 144 22x34 % 112 128t* 

136 156 176 24 x 38 118 136 156* 

122 142 162 184 28 x 34 122 142 162t* 


*Also Green #Blve only tExcept Green Tint 





WHITE, BUFF, BLUE, PINK, GREEN, GREEN TINT, 
SALMON — MACHINE POSTING FINISH 
Sub. 32 
22% 35 Grain short only 135° 
244%2 x39 Grain either direction 164 
*White ond Butt only 

Pius these Ledgers in other grades—DAUNTLESS ...50% cotton fibre 
OLD IRONSIDES . . . 75% cotton fibre, DREADNAUGHT . . . 100% cotton fibre 


GILBERT PAPER COMPANY 


ww. hh wi 
w 





Gilbert Quality Papers are available through America’s Leading Paper Merchants 
This is Gilbert Ledger, 25% new cotton fibre, buff, regular finish, sub. 32 
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| FIFTY BILLION 
DOLLARS CAN'T: 
BE WRONG! | 


Tkisslieiiihdellisiinetiidntenundueentiabanendniakivednen aeitiel 


When giant American corporations, 

government agencies and educational 

institutions with their vast sources 

of supply buy copying equipment 
they choose the 


with AUTOFLOW 
$199.00 (slightly 
higher west of Rockies) 


PARTIAL LIST 
OF NORD USERS 
AMPEX _ 

UNION OIL 
ANACONDA 
WESTINGHOUSE 
GENERAL 


FOODS 
PACIFIC GAS & ELECTRIC 
fi NERAL ELECTRIC 
NSCO 


FORDHAM UNIVERSITY 
CENTRAL POWER & LIGHT 


E. 1. duPONT deNEMOURS 
apy oa 
YALE UNIVERS 

ee aa UNIVERSITY 


nerd tee™" NORD gives you C DRY HANDLING| 
R ANGLO NATIONAL 
> Ay and still copies all colors and all inks. 


MARYLAND 

FEDERAL PACIFIC ELECTRIC 

DALE CARNEGIE PUBLISHERS 
COPPER 








NORD Autoflow gives pin-point sharp reproduction every time. 
Every copy—the first or the thousandth—crisp clean, printed page 
sharp—from originals that are hand written, typed or printed, 
YNN GA ECTRIC whether single pages or bound books... even photographs with tone 
TENNESSEE STATE DEP’T and shade intact — on 15 different types of paper . . . including acetate. 


OF HEALTH 
ARIZONA STATE COMM. OF haan bape iar d= ton Hy seer NOR Photocopy & Business 
AGRICULTURE For a color brochure mail the coupon to Equipment Corporation 


LEHMAN BROTHERS 
STANFORD UNIVEasiTY rr New Hyde Park, N.Y. Ploneer 6-4300 


AMERICAN LIFE INSURANCE 
FIDELITY & DEPOSIT OF 


MARYLAND 
KANSAS STATE COLLEGE 





INSURANC 
STANDARD OIL OF 

NEW JERSEY 
BOEING AVIATION i 
NORTH AMERICAN AVIATION 


fm om cae Gib coe me ae See OD GD Oe Ge Oe oe ed ee ee oe en 2 es es ee es es es oe 
For More Information Circle No. 346 


<—For More Information Circle No. 472 





EVER READY! 


Compare its smart, pleasing design Compare its quality of paper 


Compare its sturdier, heavier construction Compare its several use-features 
Compare its clebn, uncluttered pages Compare its nation-wide popularity 


Compare its sharp, 2-color printing Compare its wider choice of colors 


add these plus values, then compare price. You will find you are away ahead with 
Ever Ready desk calendars. 


For More Information Circle No. 311 
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Wew 


from every angle 
the Martin Yale 


auto-folder 


“Ss. 9¢ 
‘outnerforming, Capacity: 14" x 24" 


















- 


ONLY 


‘450 


plus f.et 





STYLING Modern streamiined “custom” design in two- 
tone Sahara Sand finish. 
PERFORMANCE Folds, perforates, scores, slits . . . 
simultaneously or in separate operations. 
VERSATILITY instantly adjustable for all weights of stock, 
10-Ib. onionskin to 120-lb. index. Accepts wide range 
of sizes from 242''x6'2" to 14x24”. 
FEATURES Easily removable fold plates. Variable speed, 
M Y maintenance-free GE motor. Micro-adjustment for 
— : precise angular fold control. Automatic feed, con- 
tinuous loading. 
MARTIN YALE, INC. LOW COST More dollar-for-dollar value than any 


other folding machine. Fully Guaranteed. 












2100 W. Fulton St. * Chicago 17, Ill 
TAylor 9-3033 For demonstration in your off¢., or additional details, 
call your dealer. 
For More Information Circle No. 321 
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Manufacturers of Premier Auto Opener, Auto Folder, Ream Custer 








NEW OFFICE MACHINE 
GATHERS 8 SHEETS PER SECOND 9 


HALVERSON 
bigh speed / all electric / fully automatic 


COLLATOR 


Manufactured by 


colliates 


480 sheets per minute 


2300 8-sheet sets per hour 
loading time included 


delivers 
alternated sets, jogged criss- 
crossed and stacked in delivery tray 


Eliminates “arm fatigue” 
completely 


No more sore arms or aching 
muscles—only actual work involved 
is loading the feed trays. The 
“Escalator System’’ completes the 
job—quietly, automatically. 


Labor and money saving 


Automatically replaces boring, 
tedious costly hand work. Ends 
diversion of highly paid office help 
from their regular jobs . . . avoids 
overtime and expense of extra 
temporary workers. 


Saves valuable floor space 


Complete Collating system in floor 
space of only 48” x 20”. 


HALVERSON Products Company, Inc. 


1051 N. Paulina St., Chicago 22, 1, 


SEE your duplicating equipment supplier. WRITE today for complete information. 


DEALERS,—some cities still open for representation. 


For More Information Circle No. 282 








TOP QUALITY...LOW PRICE...FULL PROFIT! 
WITH COMMODORE’S NEW LINE OF... 


Suggested Retai! 


$ 


ADDING MACHINES 
.ALL WITH DIRECT SUBTRACTION 


Made in West Germany 


Cam pact 


Measuring only 12”x 7" x 35" the 
machine will occupy minimum desk 


Roller Knob 


Paper 
Release 


i MT 26 ‘S A 
- i? ig ii # “< 2 ‘ o 
a sa £ LCOS: v4 . = 
ey pe \ F 


Simplified 10-Keyboard for speedy 
figure work. Automatic Sub-Total, 


or counter space 


and 
Sub-Total Key 


j ,. ae o ‘ | : 

‘ i Indicator 

Weighs only 8 ibs. Easy to carry : : a 
Removable Operating Handle enables : 

it to be slipped into a drawer or into 

any normal Briefcase Segre Foes 


Clearance 


DIRECT 
SUBTRACTION 
ON ALL MODELS Subtraction 


: Repeat Key 
Capacities From Key 


6/7 to 9/9 


FOUR MODELS OFFER FULL DEALER PROFIT 


Capacity | List 
Model | List Total Price 








67 6 7 $ 99.95 
For every use: Office, Shop, Store 67-CB 6 7 Credit Bal.| 104.95 
Room, Factory, Accountant, Audit tees +: RR sesh . 


Clerk, Restaurant, even Homes 99 K.. 9 Bey en) 114.95 
99-CB 9 9 Credit Bal. 119.95 
10 DAY TRIAL Models may be combined for quantity price. 
We're so sure that you'll want to 
carry this line that if you're not com- MAIL fede} !] Je), | TODAY 
pletely satisfied return to us within 
c dore Busi Machines 


10 days for complete credit 
Div. of Herald Superior Office Equip., inc. 


co Mi Mi a p 0 R E 648 Broadway, New York 12, N. Y. 


BUSINESS MACHINES 


Div. of Herald Superior Office Equip., Inc. 
648 BROADWAY, NEW YORK 12, N. Y. 
Algonquin 4-0222 




















Gentlemen: ? : 
Please rush full information on the new Commodore line of Quick 
Adding Machines and the profitable dealer prices. 


NAME 


IN CANADA: COMPANY 


COMMODORE PORTABLE TYPE- 
WRITER CO., LTD. 680 KING ST 
WEST, TORONTO 26, ONTARIO 


STREET . 


STATE .. 





re 
| 


MACKINAC 


5 Z 7 JOB-READY 


VY BUSINESS PAPERS 


Finished for Job Perfection 


There are no “make do” papers 
in the MACKINAC line. 


Papers in the MACKINAC line are made 
for specific uses and are finished to work 
fast and accurately on high speed office 
printing and duplicating machines. Each 
grade has a surface especially prepared 
to give the BEST POSSIBLE REPRO- 
DUCTIONS .. . job-perfection . . . in the 


process for which it is made. 





MACKINAC papers are precision cut at 
the mill to sizes 814 x 11 and 81% x 14. 
MACKINAC VELLUM is available in 
brilliant White in 40, 50, and 60 pound. 
All other MACKINAC papers are avail- 
able in brilliant White and six bright 





colors. NEW 12-page, illustrated booklet 





showing uses, sent on request. 


MACKINAC Job-Ready Papers are 
sold only through Paper Merchants 


FLETCHER 





PAPER COMPANY 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 
Mill at ALPENA, MICHIGAN 


For More Information Circle No. 229 
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See it perform at the Southern California Business Show, April 11-14 


JETDRY 
PASTE 
INK 


This great 


paste ink... 
gives you copies 
with the quality look 
of fine printing 


Hard to believe the results you can get 
with your present duplicator when you 
switch to Tempo Jetdry Ink. Beautiful 
copies even on bond or offset papers— 
without slipsheeting! And—you can run 
both sides of the paper and get equally 
fine work. 

The secret of this fast-drying ink— 
made exclusively by Tempo—is that it 
does not penetrate the paper as most li- 
quid inks do. Impressions merely “kiss” 
the paper surface as in commercial print- 
ing. Result: no fuzzy type—copies are so 
clean they look like individually typed 
sheets. In fact, you can match up the 
printing on your own typewriter. And— 
because it’s in paste form, Tempo Jetdry 
is so much cleaner to use. Economical, 
too—you get thousands of extra copies 
per pound; also, big paper savings when ~ 
you run two sides. 

Pin coupon below to your letterhead and 
mail today for FREE FOLDER con- 
taining complete information about this 
amazing new ink. 


TEMPO 


America's highest quality & most complete 
line of stencil duplicators & supplies 


a : 
| MILO HARDING CO. 
| 186 Tempo Bldg., Monterey Park, Calif. 


| Please send full information about 
| Tempo Jetdry Paste Ink 


j NAME .. deh 
| COMPANY...................... 


MILO HARDING COMPANY  — Established 1904 — Monterey Park, California 
Los Angeles ¢ Pittsburgh « San Francisco e Washington, D.C. ¢ Mexico D.F. and dealers everywhere 
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Manufacturers of Forms and 
































Forms Processing Equipment: 




















































































































OPPORTUNITY... 


...to Reach Every Large and Important 





Buyer of Business Forms — 


The New, Up-to-Date Edition of the The first edition 


of this 
MANUAL OF BUSINESS FORMS Widely acclaimed book— 


Ever since the last edition was sold out, there has NOW SOLD OUT! 
been a constant demand for this new MANUAL 
OF BUSINESS FORMS by users and buyers of ia 
forms of every type and every construction. These 
buyers also use large quantities of envelopes, tags, 
punched and notched cards, carbons and ribbons, 
duplicating masters and supplies, etc. They oper- 
ate all kinds of forms writing, handling, copying 
and other data processing machines—all equip- 
ment and supplies related to the volume produc- 
tion of paperwork. 

These buyers keep their MANUAL OF BUSI- 
NESS FORMS within reach for ready reference 
when they need forms information, supplies or 
equipment. Your advertisement in this new edition 
will be a constant reminder to your best market— 
60,000* forms buyers and users. Don’t miss this 
opportunity—there will not be another edition for 
several years. Write today for a sample preprint 
of the manual and advertising rates. 

* Minimum guaranteed circulation. 


232 Madison Ave., 
OFFICE PUBLICATIONS, ING., New York 16, N. Y. 
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New 


“OPERATOR-LESS® 


Collater/ 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


! 


We 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately ¥% ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World’s Leading Manufacturer of Collating Equipment 


weSep. Dept. B3, 100 Church Street, New York 7, New York 


For More Information Circle No, 252 





LAGOMARSINO-FAI 


Viale Umbria 36 Milano (italy) 
TOTALIA AND NUMERIA 
' The most complete line of 


fein, 
ae printing cal ulators and 


adding machines available 


j ; 
fo dealers 


) 
sales and 


avaulable from the Ames Supply Compan) 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, import Office Machine Co., 7444 .N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
Howard St Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. Hermanos Inc., Calle Tanca 250 

HOUSTON, Adding Machines Distributing Co.. CANADA distributor: TORONTO, Nauta Bros., 
2201 Caroline St. 3615 Danforth Ave. 


For More Information Circle No. 273 
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The fine quality look of a Cole Steel office— 
the careful attention to personal comfort— 
the skillfully crafted construction —all 
combined create an office of quiet good taste and 
matchless efficiency. This is why so many of 

Your company is judged America’s blue chip companies select Cole Steel 

? when furnishing their offices. See for 
by the office you keep... yourself why Cole Steel furniture is 

so far ahead in the office equipment field. 

Send for our Free color catalog today. 

Cole Steel Equipment Co., Inc., 

Dept. 57, 415 Madison Avenue, New York 17, N. Y. 


For More Information Circle No. 280 





COLE STEEL 


NEW YORK CITY + CHICAGO + PHILADELPHIA * LOS ANGELES * SAN FRANCISCO * HOUSTON © ATLANTA ¢ TORONTO, CANADA 





ian woe 


finish jobs 


FASTER 
EASIER... 


© in your duplicator 
department... 


Here’s the way to make your duplicator 
department more productive and profit- 
able. Have your own paper cutting and 
drilling equipment for cutting and trim- 
ming stock and drilling holes in loose- 
leaf forms. 


CHALLENGE 
PAPER CUTTERS 


Easy-to-use, faster-producing power units in 
193%, 2612, and 3012” cutting widths, capable 
of cutting 2% to 34% inches of paper at a single 
stroke. Also lever cutters in same size range; 
bench type, stand, or floor models. 


CHALLENGE 
PAPER DRILLS 


Drill, slot, corner —all on one machine! Much 
faster than punching. Drill 2 inches of stock 
in seconds — twice the productive capacity of 
most competitive models! New JH Power unit 
(shown here) is latest in full Challenge line of 
drilling machines including hand, foot, and full 
power models and accessories for every need. 


Write for free descriptive booklets and names of 
local dealers. 


The CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


For More Information Circle No. 249 
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The Use of Tests in Office 


Personnel Administration 


ERWIN S. STANTON, Ph.D., 


Dept. of Business Administration, City College, New York 


SYCHOLOGICAL TESTS have 

been on the industrial and busi- 
ness scene for many years, yet there 
remains considerable controversy re- 
garding the advisability of their use. 
Many companies have installed com- 
prehensive testing programs for the se- 
lection, placement and promotion of 
employees and have reported such pro- 
grams to be successful. There are con- 
flicting reports from other companies 


The D.A.T. Abstract Reasoning test of 
The Psychological Corp. is used to select 
computer programers and operators of re- 
lated equipment. 


which have instituted testing programs 
only to subsequently discard them in 
disappointment. In short, some organi- 
zations “swear by” tests while others 
“swear at” them, depending entirely on 
individual experience. 

Psychological tests can play a vital 
role in the selection, placement and 
promotion of employees provided they 
are administered by competent profes- 
sional personnel who fully understand 





The Psychological Corp. 


Standardized dictation test is available on 
both an LP record and a tape. 


their use and limitations. This article 
is intended to highlight some current 
thinking on psychological testing. 

The most common type of test cur- 
rently in use is the intelligence or men- 
tal ability test which gives a fairly ac- 
curate prediction of general intellectual 


Science Research Associates, Inc. 


Short tests of clerical abilities such as 
arithmetic, filing, coding, checking, lan- 
guage, oral and written directions. 
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functioning. There are a number of 
excellent intelligence tests available 
from reputable publishers on which a 
great deal of validity research has been 
conducted and which can be used with | 
a good degree of confidence. Tests 
measuring special abilities and aptitudes 
such as clerical, numerical and me- 
chanical ability as well as interest and 
preference tests, have also reached a 
fairly satisfactory level of development. 
The controversial personality tests, how- 
ever, have not, as yet, achieved that 
same degree of validity and confidence, 
and should be regarded with extreme 
caution. Personality tests require highly 
trained personnel to administer and in- 
terpret their findings. 

Where properly selected, admin- 
istered and interpreted, psychological 
tests provide for (1) better selection 
and placement of personnel; (2) re- 
duction in time needed to train new 
employees; (3) lower rate of employee 
turnover; (4) increased productivity 
and fewer errors. 

However, tests definitely have their 
limitations. Psychological tests are not 
perfect instruments. Tests vary tre- 
mendously in statistical validity, some 
being more proficient in what they pur- 
port to measure than others. No sta- 
tistically perfect test has as yet been 
developed. 

Until tests reach this level of per- 
fection, and it is most unlikely they 
ever will, a company cannot place sole 
and exclusive reliance on tests. The 
effectiveness of tests is also related to 
surrounding conditions. They should 
be administered in a quiet location with 
the benefit of good lighting and venti- 
lation. Tests do not predict equally 
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Science Research Associates, Inc. 


Administering a clerical test in an office. 


well for all people and some poten- 


tially qualified persons may not score 
adequately on tests. Tests cannot meas- 
ure every factor or skill. For example, 
only a comprehensive interview can 
measure such traits as a person’s drive, 
energy, appearance, cheerfulness, mo- 


tivation and attitudes. Therefore, it is 
important that tests be used in con- 
junction with other selection and pro- 
motion techniques. By themselves, 
tests have very limited use. When 
utilized together with a comprehensive 
interview, evaluation of previous ex- 
perience and education, and reference 
checks, psychological tests can make a 
valuable contribution to personnel ad- 
ministration. 

Tests should be administered by a 
competent, psychologically-trained per- 
son with a good grounding in psycho- 
metrics and statistics. Not only should 
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tests be administered in strict adherence 
to the test author’s manual of instruc- 
tions, but regular scientific follow-up 
studies should be carried out to deter- 
mine whether the tests currently in use 
are correctly predicting successful per- 
formance. A company seeking some- 
one to launch a testing program should 
select a person with adequate univer- 
sity training, enlist the services of the 
psychology department of its Jocal col- 
lege or university, or engage a qualified 
consulting industrial psychologist. Used 
improperly, tests can be a serious detri- 
ment to personnel management. 
Launching a testing program for 
clerical and secretarial employees need 
not be a complex task, as many com- 
panies have found out. Many person- 
nel administrators have had sufficient 
training in installing testing programs 
(Continued on page 155) 





Your Letters as Self-Portraits 


JOHN J. WHALEN, Technical Editor, Systems & Procedures Dept., 


Singer Mfg. Co., New York 


ACH TIME you write a letter, you 
are sending someone a_ word- 
portrait of yourself. Your personality 
and your ability to state your thoughts 
clearly are the main features of this 
portrait. What kind of pictures have 
you been mailing? 
Most of us at one time or another 
have written a letter such as this: 


Dear Mr. Johnston: 


What kind of portrait is that? It 
portrays a rather stuffy individual who 
uses stilted phrases and a very imper- 
sonal tone. It also reveals a man who 
tends to “beat around the bush” instead 
of getting to the point. It isn't until 
the end of the third paragraph that an 
explanation is offered. The most im- 
portant news to Mr. Johnston —another 


Reference is made to your letter of January 14th, in 
which you state that the anticipated shipment of fiber 
was not received on January 13th, the delivery date 
previously stated in our letter of January 4th. 


According to our records, the shipment was dispatched 
from our Chelsea Plant on January 1lth, via Del/Penna/ 


N.J., c/o Powers Motor Freight. 


Under normal circum- 


stances, the shipment should have arrived at your 
Camden Plant on January 13th, the agreed-upon delivery 


date. 


We advised our Traffic Department about the matter, and 
requested that they get in touch with the Powers Motor 
Freight Company to determine the reason for the non- 


fulfillment of delivery. 


The Powers Motor Freight Com- 


pany advised that the shipment had been erroneously 
assigned by their dispatcher to a vehicle not scheduled 


for Camden, N. J. 


They are tracing the shipment for us. 


In the meantime, we are shipping, immediately, another 
shipment of fiber to your Camden Plant via Air Freight 


Cargo Lines. 
tomorrow. 


It should arrive at your Camden Plant 


Please accept our sincere apologies for any inconvenience 
this undue delay in shipment may have caused you. 


Yours very truly, 
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shipment by air—is withheld until the 
fourth paragraph. Now take a look at 
the apology. It is added more as an 
afterthought in the last paragraph. li 
you have written letters like that, do 
they truly portray the real you? If they 
don’t, why write them? 

Suppose you sent Mr. Johnston this 
portrait instead of the one we have 
just examined: 


Dear Mr. Johnston: 


termine your tone and language. There 
are four writing attitudes: 

1. An unconscious expression of the 
writer’s personality, environment, edu- 
cation, etc. 

2. A conscious effort to write “busi- 
ness” language because the writer thinks 
the boss or company wants it that way. 

3. A conscious effort to impress the 
reader with the writer’s vocabulary or 


We are sorry you did not receive the shipment of fiber 


on the 13th, 


We are sending a duplicate shipment to- 
day via Air Freight Cargo Lines. 
your Camden Plant tomorrow. 


It will arrive at 


The original shipment was routed in error by the 


carrier. 
by this delay. 


Isn’t that a portrait of a man who 
has the reader’s interest at heart? Isn’t 
he also a man of action, and doesn’t 
he get right to the point instead of 
going around Robinson’s Barn? There’s 
no stuffy attitude here—the language is 
everyday speech. Note also that he 
hasn’t revealed the name of the carrier 
—consideration of others reflected here. 

Most of us like to think that we have 
all of these admirable, qualities—and 
we probably do. Isn’t it easier to paint 
this type of portrait? Doesn’t it show 
us as we really are? Why, then, do 
we mail portraits that make us appear 
stuffy, indecisive or inconsiderate? 

The answer to that question can be 
found in determining your writing at- 
titude: The frame of mind you are in 
when you write a letter, report or in- 
struction. Your writing attitude will de- 
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We hope you will not be too inconvenienced 


Yours very truly, 


educational attainment, and his thor- 
ough knowledge of the subject. 

4. A conscious effort to inform the 
reader in his language, considering his 
interests, level and needs. 

Determine which attitude has domi- 
nated your past writing, and you have 
the reason for the tone and language 
of your previous efforts. 

The first three attitudes are con- 
cerned solely with the writer’s view- 
point. He does not consider the inter- 
ests, level or needs of his reader. All 
writing in these three categories is sub- 
jective. The letter, report or instruction 
is written by somebody—not to some 
body. ; 

The fourth attitude—to inform—con- 
siders the reader’s viewpoint. This at- 
titude creates simplicity in writing and 

(Continued on page 263) 
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OR THE FIRST TIME, a design 

firm has opened offices basically 
constructed and equipped with products 
of its own design, most of which are 
marketed nationally. The new quar- 
ters of Designs for Business, Inc. oc- 
cupy 11,500 sq. ft. on the fifth floor at 
609 Fifth Ave., New York. They serve 
a threefold purpose: (1) function as a 
working laboratory to show the most 
advanced techniques in space utiliza- 
tion, office planning and office design; 


a “ Offices } Show How w Fir ‘ 


(2) demonstrate products and equip- 
ment designed by the firm for leading 
national manufacturers; (3) show how 
an older building, updated with a com- 
plete modernization program, can re- 
ceive a suite of modern offices. 

Products, ranging from partitions, 
modular ceilings and lighting used in 
basic construction, to furniture, furnish- 
ings and details of decoration are util- 
ized in the offices. 

“This vast range of original designs 


Designs for Business’ team is shown poring over plans for a new project. Left to right 
are Joseph Mogulescu, vice president and secretary; Maurice Mogulescu, president; 
Gerald Luss, vice president and director of design, and Irving Mogulescu, treasurer. 











springs from practical needs,” points 
out Gerald Luss, director of design. 
“Our basic approach over the past 15 
years has been total, overall planning. 
Flexibility is the prime necessity in 
the office today. It started at the same 
time as the postwar building boom in 
modern, airconditioned office space. 
This same period also brought a new, 
if hazy, recognition by designers and 
clients that the future, which already 
confronted us with new materials, new 
manufacturing techniques and methods 
including automation and electronics, 
also confronted us with an end to the 
kind of stability business organizations 
used to be able to count on. Designer 
and client had to face the fact that these 
new materials and techniques would re- 
quire a more progressive approach to 
manufacturing, sales, merchandising 
and, along with these, more rapid 


Abstraction behind heading above shows 
portions of furniture designed by DFB 
and available from leading manufacturers. 
At top right, the office of head decorator 
Dora Schaefer offers a close-up of the 
plenum system. Diagram (right) shows a 
breakdown of plenum principle. Photos 
on front cover also show interior of offices. 
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FLOOR PLENUM WITH 
ELECTRICAL SERVICES 











Cross section of 
post (left) shows 
how four vinyl ex- 
trusions fit into 
aluminum = extru- 
sion. Vertical sec- 
tion (below) shows 
how post is in- 
serted into ceiling 
socket lined with 
rubber  anti-rattle 
gasket and at- 
to remov- 
able floor plug. 





changes in the use of personnel and the 
office end of operations. For the de- 
signer who understood this and was able 
to foresee it for his client, flexibility of 
office layouts was a mandatory ob- 
jective.” 

Partitions developed by Designs for 
Business and manufactured by Aetna 
Steel Corp. represent an advanced con- 
cept of flexible partitioning. Nuts, bolts, 
screws are eliminated, replaced by a 
flexible gasketing system. Vinyl strips 
on metal posts instantly and securely 
grip partition panels as they are in- 
serted; just as instantly release them 
for removal. Panel inserts come in vari- 
ous kinds of wood, cork, clear or milk 
glass. This system enables office lay- 
out changes to be accomplished in min- 
utes, without trained mechanics. Metal 
posts may be inserted at modular in- 
tervals into ceiling depressions and 
anchored to floors with removable 
plugs. 

United with the partitioning are mod- 
ular ceilings with integrated aircondi- 
tioning, acoustical control and lighting, 
which Mr. Luss calls the plenum sys- 
tem. The ceilings, manufactured and 
installed by National Acoustics Co., 
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Diagram at left shows 
¢ how solid-core panel 


E- is inserted between 
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posts. Below, a glass 
panel is inserted. 
Both views show lock- 
ing action as gasket is 
depressed. 








shows 
fixed walls and 


ceilings are built 
around standard 
offices. Fixed ceil- 
ings and walls, 
and all utilities, 
must be disman- 
tled and rebuilt if 
a change is made. 
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Fixed floor and ceiling 
plenums contain all utili- 
ties. Lighting, aircondi- 
tioning and acoustical 
control are in — 
plenums; electrical 
telephone lines in floor 
plenums. 


Insertion of parti- 
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tions between ple- 
nums at any de- 
sired interval cre- 
ates offices. Par- 
titions may be 
made of solid or 


also do not require trained mechanics 
when office changes are made. The 
space is divided into a series of modules, 
each equipped with the five necessities: 
airconditioning, acoustical control, light- 
ing, electrical and telephone lines. Re- 
gardless of how partitions are rear- 
ranged or what enclosures they form, 
the five necessities are ready and wait- 
ing everywhere. 

Fixtures in the modular lighting sys- 
tem are designed on a principle of ex- 
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tremely low brightness. These provide 
proper lighting at the work surface, but 
avoid the irritation of consciousness of 
the light source. They are one of a 
series in architectural lighting by De- 
signs for Business, and are manufac- 
tured by Lightolier, Inc. 

A variety of lighting appears through- 
out the offices. There are luminous 
ceilings, domes of light, fluorescent 
bands. They feature new developments 
in glass and plastic diffusers, many of 
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Exterior of remodeled building is shown below left. President Mogulescu’s office is 
above left; decorating clerical area is at right above. 


them worked out by Designs for Busi- 
ness in conjunction with Corning Glass 
Works and Owens-Corning Fibreglas. 
Every kind of office illumination is in- 
corporated for clients to see, yet each 
type was specified and applied accord- 
ing to requirements of each office area. 
Designs for Business has long applied 
the rule of modular flexibility, and its 
accomplishments can be seen in the 
Berkshire Life Insurance Co. offices, 
Pittsfield, Mass., (THE OFFIcE, July, 
1960, p. 56), and in the new 48-story 
building for Time, Inc., New York. 
However, in both of these cases the 
modular system was installed in a new 
building, whereas the DFB offices are 
in an older, modernized structure. 
Basically, any office floor is a rectan- 
gular or square shell. Elevator shafts, 


Two views of the entrance to DFB’s new offices: photo left looks over switchboard 
toward elevators; view toward offices at right greets visitors. 








Executive secretarial area (at left) uses cabinets and files as part of wall space. 
Treasurer Irving Mogulescu’s office is seen at right. 


stairwells, utility ducts, toilet facilities 
and other space-takers cut this area into 
small rectangles, squares, ells, etc., un- 
til there seems to be little room left for 
offices. This is especially true in many 


older buildings, whether or not they 
have been updated. The fact that De- 
signs for Business was able to turn a 
floor in a remodeled 1920-era structure 
into a 1961 showcase of office design 


says much for its approach to office 
planning, and shows the value of mod- 
ernizing structurally sound older build- 
ings. 

The building was originally con- 
structed as a large drygoods store. This 
gave it several advantages: elevators 
and utility areas were located at one 
side to allow unbroken floorspace for 
counters and customer maneuverability; 


each floor had high ceilings and large 
windows. When the store moved, the 
building was taken over by a large air- 
line and considerably remodeled, with a 
new lobby and installation of up-to-date 
elevator equipment. However, the 
floors to be rented were left very much 
as they were. 

This was the area that Designs for 
Business started to work with—the 
point where the company’s imagination 
and skill took over. By treating itself 
as a client, the firm took a look at the 
office it had and measured this against 
what it should have. A large discrep- 
ancy was found. 

“We saw a need for more elbowroom 
to take care of increased personnel and 
departments,” says Maurice Mogulescu, 

(Continued on page 246) 


View below left shows the larger of two conference rooms with wall at rear closed. 
At right are the rooms made into one and table enlarged. 

















Photos on this page show crowds at last year’s OEME show in Los Angeles. 


Business Equipment Exposition 


In New York, April 17-21 


EARLY $30 MILLION of the 

latest business machines, equip- 
ment and related supplies will be fea- 
tured at the Business Equipment Expo- 
sition in the New York Coliseum, April 
17-21, according to Lloyd M. Powell, 
president, Office Equipment Manufac- 
turers Institute, sponsors of the expo- 
sition, and president, Dictaphone Corp. 


About 60,000 business management 
executives are expected to visit the five- 
day presentation occupying two floors 
of the Coliseum with about 3% acres 
of display area providing a background 
for the introduction of many new 
products. 

More than 70 leading manufactur- 
ers, both foreign and domestic, will dis- 








play products for use in every phase 
of business operations. Products will 
be demonstrated and presented in re- 
fined form, and in application to new 
business techniques. 

The exposition will cover all vital 
phases of business operations: basic 
machines, dictating and transcribing 
systems, copying and duplicating, fur- 
niture and accessories, data processing, 
accounting and bookkeeping machines 
and systems, forms, filing and storage 
equipment, intercoms, etc. 

“Not since 1956 have so many of 
the leaders in the business equipment 
manufacturing industry joined together 
in a major exposition presentation in 


New York. Thus, this industry-spon- 
sored exposition will provide business 
management executives in New York, 
as well as from all over the country, 
with a long-awaited opportunity of see- 
ing the latest developments and prog- 
ress of the business equipment indus- 
try,” Mr. Powell said in describing the 
forthcoming show. 

During the five-day run, an invited 
audience of administrative executives 
will be able to inspect the displays from 
1 to 10 p.m. Individuals or groups 
interested in visiting the exposition may 
contact Office Equipment Manufactur- 
ers Exhibits, Inc., 777 14th St., N. W., 
Washington 5, D.C. 


At the N.Y. Business Equipment Exposition 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

American Automatic Tpewriter Co. 
American Photocopy Equipment Co. 
Bankers Box Co. 

Bell & Howell Co. 

Bohn Duplicator Co. 

Charles Bruning Co. 

Burroughs Corp. 

Business Efficiency Aids, Inc. 
Chart-Pak, Inc. 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. 
Cummins-Chicago Corp. 

Davidson Corp. 

DeJur-Amsco Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto. Inc. 

Eastman Kodak Co. 

Elliott Industries, Inc, 

Executone, Inc. 

Farrington Business Machines Corp. 
Friden, Inc. 

Gates Acoustinet, Inc. 

General Binding Corp 

General Fireproofing Co. 
Gestetner Corp. 

Haloid Xerox lac. 

Hamilton Cosco, Inc. 

Heyer, Inc. 

Interchemical Corp. 

International Business Machines Corp. 
Labelon Tape Co. 

McGraw-Edison Co. 

Minnesota Mining & Mfg. Co. 
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Moore Business Forms, Inc, 

Mosler Safe Co. 

National Cash Register Co. 

New York Telephone Co. 

North American Phillips Co. 

Ozalid Div., General Aniline & Film Corp. 

Philco Corp. 

Pitney-Bowes, Inc. 

Plan Hold Corp. 

Recordak Corp. 

Remington Rand Div., Sperry Rand Corp. 

Rex-Rotary Distributing Corp. 

Royal McBee Corp. 

Savin Business Machines Corp. 

Scriptomatic, Inc, 

Simplex Time Recorder Co. 

Speed-O-Print Corp. 

Standard Register Co. 

Steelcase, Inc. 

Stenocord of America, Inc. 

Stromberg Div., General Time Corp. 

Tab Products Co. 

Telautograph Corp. 

Tele-Norm Corp. 

Thomas Collators, Inc. 

Tiffany Stand Co. 

Transcopy, Inc., Div. Anken Chemical & Film 
Corp. 

Underwood Corp, 

Varityper Corp. 

Victor Adding Machine Co. 

Visirecord, Inc. 

Vuefax Div., Lithofoam Corp. 

Wassel Organization, Inc. 

Watson Mfg. Co. 

Webster Electric Co 

Wheeldex & Simpla Products, Inc. 

Workwall Div., L. A. Darling Co. 





A Simple Office-Made 
Card Accounting System 


R. F. LAWRENCE, Accountant, Norwich Union Life Insurance Society, 


Norwich, Norfolk, England 


HEN IT WAS NOT expedient to 
Wi instat punched card equipment 
in our Dublin branch office, this card 
accounting system was designed to con- 
trol premium and interest payments 
with a minimum of bookkeeping en- 
tries. The system is based on the use 
of record cards slotted so that, although 
they are locked by a rod in a box file, 
their positions can be changed. In one 
position, the cards represent debits; 
and in another position, credits. An 
Addressograph plate impression in the 
top left-hand corner of the card is vis- 
ible when card is in the debit position. 
A similar impression is visible when 


A1056519. 
P.T.COOPER. 


2112.14. 6.S$.12 15TH 


B.O. dated 
ist B.O. Debit 


INSTRUCTIONS 


card is turned to the credit position. 
The address plate prints three lines for 
credits and two lines for debits (the 
additional line being the agent’s name 
and amount of commission). 

In our monthly premium collections, 
amounts may come due on any day 
of the month. We receive daily bank 
statements listing policy numbers and 
amounts. In the past, these were en- 
tered on cash sheets, marked off on 
debit lists and debit slips destroyed. 
(The debit lists and slips had been 
printed in advance from _ address 
plates. ) 

The card system is designed for a 


“61sgsolyv 


"Y3d009*1°d 
*“Had009*1*d 


Above particulars to be filled in for each new case. “‘S”’ cases 
to have amount of net premium and a~ount of commission entered 
by ““E K/R”’ under the premium shown above. 


Signal Position — Top Left above policy number if arrears 


out stand ing. 
(1 for each month in arreer) 


Top Right to indicate premium written off in 
current month. 


K 401 J ~ 3036.59 


| eee | 


The record cards are slotted so that, although they are locked in the box file, their 
positions can be changed to indicate debits and credits. 
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Wait ‘til you see this... 
NEW HI-SPEED 


APECO COPYMAKER 
—lt Has Everything! 


VERSATILITY: SPEED: QUALITY: 
COPIES EVERYTHING ... EVERY COLOR ¢ 1-STEP AUTOMATIC OPERATION SHARP, CLEAR BLACK-ON-WHITE COPIES 


The new Apeco Hand any original to Apeco copies are easy 
Uni-Matic Auto-Stat is ( this amazing electric to read—clean, black- 
an all-purpose copy- é t] copymaker—it hands on-white, exact. Copies 
maker without it right back and out ~¥ are complete—legally 
limitations. It copies im rolls a copy. Anyone ~ acceptable and 
everything—any paper, can make perfect error-proof. 

printed on one or both copies every time. 

sides—any color— : 

any ink. 


LOW COST: 
SAVES TIME-—CUTS WASTED MATERIAL roa 
i 
1-step Apeco copying is : att “er at wa 
fast and sure. This Tan ont Not eee 
simple hi-speed operation ore 
assures a good copy, 
every copy. Saves both 
time and money. 


UNI MATIC 


AUTO-STAT 


*Apeco, Uni-Matic and 
Apeco Auto-Stat are 
registered trade marks 
of the American Photo- 
copy Equipment Co. 


’ ; the futine i yowr office todoy 
APECO e AMERICAN PHOTOCOPY EQUIPMENT CO. 
ed 2100 W. Dempster, Evanston, Illinois 





FIND OUT ABOUT 
‘teat THIS NEW APECO USE THIS NEW APECO SELF-MAILER SPEED REPLY 


t 
— ee / 1 FILL OUT NAME AND ADDRESS — 2. TEAR OUT PAGE 


sen ie ame 3, FOLD, STAPLE AND MAIL—NO POSTAGE NECESSARY 


FREE BOOK! 


ADDRESS 


CITY 
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full year with two files of cards for al- 
ternate months. Collections are re- 
corded by checking the day in the date 
panel printed on the card. One box of 
cards is for January, March, etc.; the 
other file is for February, April, etc. 
On receipt of a bank statement, our 
cashier merely pulls each appropriate 
card to the left, compares amount in 
statement with amount shown on card, 
checks off the date in the appropriate 
month’s column printed on the card 
and turns card on its side so that it 
stands in the credit position. 

At the end of the month, most cards 
have been turned on end. To produce 
a list of outstanding accounts, one 
merely has to turn the box on its side 
and read the cards which are then 


4 


Photocopy Division 


J 
GSSIIIll, /, 


For More Information Circle No. 291 


96 


S/11114Y 


American Photocopy Equipment Company 


2100 West Dempster Street 


Evanston, Illinois 


standing upright. Certain debit items 
may require action other than regular 
payments (policy changes, premiums 
paid by automatic loans, etc.), and 
these are signalled by an index tab as 
they occur during the month. The 
debit cards are cleared against the 
credit book entry after total bank credit 
has been agreed and before list of out- 
standing accounts is prepared. 

We accumulate day by day the 
amounts credited by the bank, using a 
columnar sheet. Since this sheet also 
shows the number of items daily, a 
count of the cards in the credit position 
on any day of the month should indi- 
cate if any have been turned by mis- 
take. The list of outstanding accounts 
is broken down so that other depart- 





FIRST CLASS 
Permit No. 226 
EVANSTON, ILL. 











VIA AIR MAIL 
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ments can follow up or otherwise deal 
with particular cases. 

The object of locking the rod that 
holds the cards is to insure that only 
the renewal department, which controls 
the debits, can add new cards or re- 
move old cards from the file. The 
cashier’s section cannot remove cards 
(except by force), so there should be 
no difficulty in balancing receipts with 
amounts payable. 


On the first of each month, after 
cash balance is completed and list of 
outstanding accounts prepared, the re- 
newal department brings the new 
month’s file up to date and releases it 
to the cashier. At the end of the year, 
new sets of cards are prepared from 
address plates. At present, this system 
is used to control about 2000 accounts 
and it is expected to handle up to 5000 
a month without difficulty. Beyond 


that, we believe it would be unwieldy 
although it could be broken down into 
appropriate divisions. There are many 
other applications for the system and, 
of course, the cards could remain active 
for longer than one year. 


The card file with lid off is shown at left. 
At lower left, debit cards are pulled for 
action. At right below, box is turned on 
its side to allow listing outstanding ac- 
counts at the end of the month, 





D. C. Transit System’s 
Information Service 


AST YEAR more than a half-mil- 

lion ‘Washington residents and vis- 
itors called D. C. Transit System, Inc., 
for information regarding transporta- 
tion in the nation’s capital, and received 
immediate, complete and courteous re- 
plies over the telephone. During that 
same period, over 175 million rode the 
system’s streetcars and buses. Con- 
tributing to the improved service have 
been the centralized information and 
dispatch centers in D. C. Transit’s 
Georgetown offices where two Acme 
Visible Rotary Files, made by Acme 
Visible Records, Inc., Crozet, Va., are 
used by clerks and dispatchers. 

The information control center is open 
24 hours a day, seven days a week, and 
handles over 1000 calls each day be- 
tween 8 a.m. and 5 p.m. alone. Because 


of the large number of visitors who 
daily arrive in the city, many calls are 
for detailed transportation information, 
and require more detailed answers than 
would usually be the case. The cen- 
tralized system enables D. C. Transit 
to handle the volume of calls easily 
and courteously. 

Grouped around the mechanized ro- 
tary file are from one to six information 
clerks, depending on the volume of 
calls at the particular hour of day or 
night. Each clerk is equipped with a 
telephone head set, a roomy work sta- 
tion, and push-button access to all the 
transit data housed in the file. This 
includes all regulations on fares on each 
of the system’s 1017 vehicles, timetables 
on all routes (which may be mailed to 

(Continued on page 162) 


An Acme motorized rotary file helps information personnel of the D.C. Transit system 
answer questions of Washington residents and visitors. 
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Easy to use as an 


No special training needed! With 
just one simple keyboard, Victor’s 

agic Motor Bar and Simpla-Key 
handle all transactions. Automatic 
Constant. Total Transfer. Credit 
Balance. 


VICTOR 


business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 


Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 


ne 
eo 


Made in America 


adding machine 


I 
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I 


aon | Victor Adding Machine Co.,Dept. 0.4 
—J| Chicago 18, Illinois 

Please send four-color brochure on your new 

Victor Automatic Printing Calculator. 

aes. Ss 

Firm__ 

Address__ 


2006, Te 


For More Information Circle No. 297 


Tue Orrice—April, 1961 





.xeyIpeeds uo uononpoid JUBUOAUUWIOD |O1j}UOD 3M,, 


peyesoduoou| s}uswNsysu] sexe, jO JUsWYedeg UOHe}]NdWOD pue Bulssed0/g e}eg 4O JeBeuew “se ‘4oyZnoig *y uYor 


SLNSWNYLSNI SVX3L lV IOYULNOD 





SNYOS SSANISNG SAYOOW 





es 





Z:SSS==2 —— =i 














"eolMewy |e4}U99 pue ueeqqied ‘00! 
-xe-W ‘epeues “S “fp eu} Ssou0R so 











-0}92} PUL SBDIO NDE 42AO © “H1e9 
‘atAAsowy « Sexal ‘u0}Uag + ‘Il 





‘aBply Wied + “A ‘N ‘SIIe4 C1e3eIN 





‘INI ‘SWYHO4 SSANISNG 3YOOW 





bib “ON 219419 
uoIzeuOju, B40W 404 


“QOYJO BIOOJ] ISAIBIU BY} 9WLIM IO A104 
-ol1p asuoydaya} oy} UI URUT a100;q ay} dn yooy 
‘uiaysAs Sutssao0id imo0A Sutstadl ut djay peou 
10 Wafqoid uorjoONIysU0d suIIOF B aAReY NOL JT] 
‘uorjeynduo’) puke Sutssa001g eyeqy jo raysnoig 
uyof Jaseuey, peyiewel . ‘suLi0j pajdeys oy¥Ry 
1,U0M yey} JaqutId eB 10F yUAT[IOXe st xayIpeedc 
a100f JO uoTljoe SuIpuog sIqIxoy ayy ‘suns 
peidniszajutun saambear sajutid poods-ysry ino 
uo syiodai yo uononpoid Ajouny., :WwaOd JHL 


‘yutid ut 
jouos S JT st styy “Areumung sury ATYPON 
ay} UO BJep UOT}ONpold [IeJap 0} pasn st WLIO; 
xayipsedg a100jq yed-) y ‘sasodind stsAjeue 
[Bo1jstyBys 10J Sutssa001d 1ayndu109 ur pasn uay} 
918 Spivd assay], ‘yUoUOdUIOD YoRa OJ pied 
p100e1 4s}. poyound e 9a}e910 soulyorm Sur 
-s9] OIJRMIOJNR ‘JoryUOD Ayyenb jo varie 9y} uy 
‘a9 ‘pjard aSequsoi1ed ‘saye1 pue sadueyo snorea 
‘souvwmiojiad UoI}e1ado saze[No[eo 1ayndur09 


oa 


ay “Suissao0id 10; ode} oyouseu uo paoeyd 
aie ‘siaquinu uoeiedo pue yied Qogg uem 
a10Wl pur ‘s}jlys ¢ ‘saul, UOTjONpoid yenprAtput 
Aueul yyIM ‘sjuswyiedap yonpoid useyinog 
‘Sutssa001d 19yndu109 10} 19}Ua") SUIssa001g Bye 
[B1jUa7) 9Y} 0} JUeS oIe puR VdRIs YIOM YORE 
ye Byep uotonpoid yoTjoo spies ay} ‘uOTyeUT 
-10JUI JUR}sSUOD YM poyound-aig ‘UOT]EISs YIOM 
yoeo ye eyep uononpoid pue jsoo aye[nunsoe 


0} pasn aie syoyor; qof pres qey, *:W3LSAS 3HL 


*sul10J 710daI snorlieA 
ur sje} Suturid pue ‘Surkyzr19a ‘Surssaooid 10F 
sjjeo Ayyenb pure ‘sajze1 uotonpoid ‘uononpoid 
Suryooy’) ‘“saporyea aoeds pue sajissiul ul pasn 
syiun ayeorqur ATYySsty ayy * * * s10j19ede9 ‘s104sISa1 
‘siayi}0e1 ‘saporp ‘s10jsisuei} apnyour syuauod 
-W09 S.J], *S}oRF JO ULeyUNOU ve SuizAjeueR pue Sur 
-y09]]09 sarmnbas payesodioouy syusuINYsUyT Sexay, 
JO UOISIAIp syusUOdWIO’)-IOJONpUOSTUIag BY} UT 


aourinsse Ayyenb pue uoTje"n01g 27 7 LAS 28" 


UUM jO4}UOS pPlINgG 





Now! The Only Sure Way To Keep Confidential Papers 


ABSOLUTELY 
SECRET 


Lowest Price Machine on Market! , \ — 


No surer, faster or safer way to ear FREE: Illustrated, 
keep confidential papers secret : descriptive folder 
than by positively destroying mae giving details of 
them. Do it right in your own ; : f ial ; 
office with the new Shredmaster Li ree trial. Just 
Bantam 10. Anyone can use it. HP arias write today to 
Handsome and modern in design, ie ‘ DEPT. A-4. 
‘clean and quiet in operation. Now METAL 

at a new low price. (Other models 

of greater capacity available.) 


THE 


SHREDMASTER 


CORPORATION 
384 Woodcleft Ave. 
Freeport, N. Y. 


Since 1942 — First and Foremost 


in Office Shredding Machines 
For More Information Circle No. 296 
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10th Annual Microfilm 
Convention and Exhibit 
In Chicago, April 4-6 


Frederic Luther 
NMA President 


_ Robert M. O’Connor 
General Chairman 


T. Wistar Brown 
Program Chairman 


John R. Heffernan 
Exhibits Chairman 
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HREE DAYS OF TALKS, panel 
discussions by experts and tech- 
nicians in all fields of microreproduc- 
tion, plus the exhibits of microfilm 
equipment, supplies and services, will 
draw an attendance of more than 1200 
to the 10th Annual Convention of Na- 
tional Microfilm Assn., April 4-6, at 
the Hotel Sherman, Chicago. 
Richard S. Leghorn, president, Itek 
Corp., Waltham, Mass., will deliver the 
keynote address, “Impact of Modern 





MICROFILM 
CONVENTION EXHIBITORS 


Alves Photo Service 

Ana Tec, Inc. 

Andrews Paper & Chemical Co. 
Charles Bruning Co. 

Canadian Applied Research 
Data Processing & Microfilm Systems 
Department of Defense 

Eugene Dietzgen Co. 

Documat, Inc. 

Dynacolor Corp. 

Haloid Xerox Inc. 

Industrial Design & Service Co. 
Keuffel & Esser Co. 

Oscar Fisher Co. 

Frederic Luther Co. 

Microcard Corp, 

Microseal Corp. 

Milsco Mfg. Co, 

Minnesota Mining & Mfg. Co. 
NB Jackets 

Photostat Corp, 

Plastic Coating Corp. 
Prestoseal Mfg. Co. 

Remington Rand Div., Sperry Rand Corp. 
Recordak Corp, 

Technifax Corp. 

Watiland, Inc. 














a= > = 
AMAZING 


Taskmaster 10xPower 


Microfilm Reader 


Versatility: Reads 16 mm & 35 mm poll film, 
aperture cards, & sheet film. 

Optical fidelity: Maximum field of 
minimum peripheral distortion. 


view with 


Compactness: 
size wallet. 


Folds flat into its own shirt-pocket 


Scanning: 100% vertical & horizontal 
Fixed position pin-point reading. 


scanning. 


$) 50 


Dealer inquiries invited. 


dept. 40 


the taylor-merchant corporation 


48 west 48th street, new york 36, n.y. 
PLaza 7-7700 


For More Information Circle No. 336 


FRANCE 


Company with well-organized, effective 
sales force, constantly calling on office 
supply dealers, stationers, libraries, whole- 
salers and department stores all over 
France. 





wants 
one or more good office items on 
exclusive representation basis. 


Write: HAVAS +9335 
Rue Vivienne 17, Paris 2, France 














| Technology on the Science of Graphic 


Reproductions,” at the opening lunch- 
eon. Mr. Leghorn is one of the origi- 
nal group which founded Itek in 1957 
to pioneer “information technology.” 
He is a leading spokesman for this 
field and its efforts to solve information- 
handling problems, and has helped Itek 
build a $25 million business in its first 
two years. 

There will be a general session Tues- 
day afternoon, April 4, on microfilm 
logistics, followed by a panel discussion 
of questions from the floor. Two con- 
current sessions on Wednesday morn- 
ing will cover engineering applications 
and library-archives, each followed by 
a panel discussion. A final session on 
Wednesday will be on retrieval and its 
panel discussion will close the day’s 
activities in time to prepare for the an- 


MAILROOM-—STOCKROOM CART 





ALL-PURPOSE FOLD AWAY CART 
$35.45 Including 


Basket 


| Triple chrome plated, heavy tubular steel cart, 37'/,"" 
| H x I7'/2"* W x 27//."" L. Ball Bearing Swivel casters 


with 4'' non-marking rubber tread wheels. Detach- 
able basket 1034" x 16%"" W x 24%" L. Extra 
basket—$7.95. Baskets nest and chassis folds flat 
for compact storage. 

All prices f.o.b. New York, Open accounts available 
to rated firms, or send check to: 


WIN-HOLT EQUIPMENT CORP. 


306 Main Street, Hempstead, L.I., N.Y. 
IVanhoe 3-7771 


For More Information Circle No. 477 
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Push-Button Copies 
from Microfilm 


The PHOTOSTAT DOCUMAT Reader-Printer 
makes clear, crisp black-on-white enlargements 
from microfilm at the touch of a button. Needs 
no darkroom. Delivers prints trimmed to letter- 
size in 45 seconds. 

Desk-top reader with full 11" x 11" viewing 
screen permits quick scanning, easy reading. 
Takes roll or flat film—16mm or 35mm. 


PHOTOSTATe—tine most respected name in graphic reproduction 
EQUIPMENT AND SUPPLIES — MICROFILM * OFFSET * PHOTOCOPY * COPIER 





6-4-TO 
Piease send detalis of: 





oO P JRAL MING [) OFFSET DUPLICATING 
0 PROJECTION PHOTOCOPYING [) OFFICE COPYING 





Company 


ore | a PHOTOSTAT CORPORATION 


ROCHESTER 3,N.Y.,A SUBSIDIARY OF Itek CORPORATION 





Zone State 





For More Information Circle No. 251 
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nual banquet Wednesday evening. nesday. Officers will be named at this 

Thursday morning’s subject will be time, and will be formally presented at 
basic microfilm technology with films the closing luncheon Thursday. Thurs- 
and panel discussions on many tech- day afternoon will be reserved for spe- 
niques. The annual business meeting cial meetings and seminars. Program 
will be held during the luncheon Wed- appears below. 


Microfilm Convention Program 
TUESDAY AFTERNOON, APRIL 4 


IMPACT OF SCIENCE AND TECHNOLOGY INFORMATION: Ricuarp S. 
Lecuorn, Itek Corp., Waltham, Mass. 

PLACE OF MICROFILM IN RECORDS MANAGEMENT: Joun T. Carton, 
Illinois State Records Advisor, Springfield. 

HOW TO CONDUCT A FEASIBILITY,STUDY. WitiiaM B. BurLeicH Jr., 
Microsurance, Inc., Philadelphia. 

ECONOMICS OF MICROFILMING: Freperic Lutuer, Frederic Luther Co., 
Indianapolis. 

WEDNESDAY MORNING, APRIL 5 


ACTIVITY ON THE WEST COAST: Hucu W. Srartes, Micrographic, Inc., 
Palo Alto, Calif. 

SHORT-CUTS TO AUTOMATION: Gerorce T. McMaunon, Steam Div., West- 
inghouse Electric Corp., Lester, Pa. 

MICROFILM IN DoD ENGINEERING DATA SYSTEMS: Cot. Eart T. WILEY 
Jr. & Witt1aM S. Hutcuinson, Armed Forces Supply Support Center, Wash- 
ington, D. C. 

MICROFILM SYSTEM FOR MISSILES: Harry D. Patrerson, Army Rocket 
& Guided Missile Agency, Redstone Arsenal, Ala. 

INDUSTRY LOOKS AT THE DoD PROGRAM: Lester A. Roupesusu, Allison 
Div., General Motors Corp., Indianapolis. 


WEDNESDAY AFTERNOON, APRIL 5 


A MICROFILM UNIT RECORD SYSTEM: Pavut W. Howenrron, Central 
Intelligence Agency, Washington, D. C. 

UNITIZING & ROLL RETRIEVAL SYSTEMS: Grorcre H. Hamp, Department 
of the Navy, Washington, D. C. 

HARD CHOICE OF HARD COPY FROM MICROGRAPHIC SYSTEMS: 
ALBERT W. Dunnino, Plastic Coating Corp., Holyoke, Mass. 


THURSDAY MORNING, APRIL 6 


FILMS on Kalvar, Silver Emusion and Diazo microfilm techniques. 

FUNDAMENTALS OF DENSITOMETRY: WarreEN B. REESE, MacBeth Instru- 
ment Co., Newburgh, N. Y. 

—— AND PROCESSING: OpgEen G. Oxson, Recordak Corp., New 
ork. 

THE SMALL PROCESSOR: J. Westrey Smrru, Philadelphia Air Transportation 
Co., Norristown, Pa. 

NEWER PROCESSING TECHNIQUES: Joun EErRpE, Mergenthaler Linotype § 
Co., Brooklyn, N. Y. 

FOREIGN DEVELOPMENTS IN ELECTROSTATIC PRINTING: Dr. THomas 
Kucera, Charles Bruning Co., Mt. Prospect, Ill. 

PROTECTIVE TREATMENTS FOR MICROFILMS: Dr. Freperick J. Kos 
Jn., Eastman Kodak Co., Rochester, N. Y. 
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_ Ever see a girl 


what she’s doing, and clear the 4- < 


get ready to fold? Interrupt 


desk? For a menial mechanical 


job that a small, low cost FH 


folding machine does faster, 


neater and far cheaper! 


One FH can serve 
several departments. 


Hand folding is expensive, interrupts 
work flow, lowers morale — and is no 
longer necessary. Any office can use the 
small, portable FH profitably. It’s set 
in seconds, by merely moving two knobs 
to fold sizes wanted. Makes eight basic 
folds. Handles all standard weights and 
finishes of paper, in sizes up to 8% by 
14 inches. Folds multiple or stapled 
sheets. The FH can also be attached to 
PB’s Model 3300 Inserting Machine for 
combined folding and inserting. 


Pitney-Bowes 
FOLDERS &!/|NSERTERS 


Made by originator of the postage meter 
... 149 offices in U.S. and Canada 


With semi-automatic feed, the FH 
will fold as fast as you can feed it. With 
fully automatic feed, at slight extra cost, 
it will fold 100 standard letters a minute. 
Can be used by anybody. And costs less 
than a standard typewriter! For a 
demonstration, call the nearest Pitney- 
Bowes office — no obligation. Or send 
coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of postal rates, 
with parcel post map and zone finder. 





PitNEY-BowEs, INc. 
3413 Walnut Street, Stamford, Conn. 


Send free [1 booklet on PB Folding and 
Inserting Machines (J postal rate chart. 


Name 


Address 




















Pian To See The Business Equipment Exposition, New York Coliseum, April 17 thru 21, 1961 


For More Information Circle No. 240 
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~ Moving vans outside Bankers Life’s old building. 


Bankers Life of Nebraska 
Loses Little Time in Moving 


HEN A $600 MILLION insur- 
Wi anne company moves its home 
office, it moves fast. That’s the theory, 
anyway. Bankers Life of Nebraska 
made the theory work. Twelve mov- 
ing vans zipped across Nebraska’s 
capital city in non-stop relays as the 
company completed the biggest single 
office move in the history of Lincoln, 
practically without interrupting busi- 
ness. Tabulating machines, office fur- 
niture, equipment, supplies and $80 
million worth of securities—114 van- 
loads in all—were moved in a project 


which involved 3000 manhours. 

Bankers Life moved from a five- 
story building the company had occu- 
pied 48 years to a new multimillion- 
dollar building in a matter of hours. 
The move was completed with such 
speed and orderliness that the com- 
pany’s tabulating machinery was out 
of service only two hours! 

Sullivan Transfer & Storage Co., 
71-year-old trucking firm, was assigned 
the job of carrying out the move. As 
exclusive Lincoln agent for Aero May- 
flower Transit Co., long-distance mov- 
ing organization, Sullivan had handled 
big jobs, but this was a record. Bank- 
ers Life assigned two men to work on 
the project full-time; Sullivan assigned 
three men. 

John McCowan, director of person- 
nel, planning and office services, and 


More than $80 million in securities was 
moved under watchful eyes of guards and 
Bankers Life officials. 





Cyerntine. PopeYva bY. Kimber Cy- Clank sn 


Executive Papers are properly pampered for perfect re- 
production on office duplicating equipment. You can 
choose from cotton fiber, sulphite, coated and uncoated 
papers — the right paper for the job, accurately cut and 
ready to run. Attractive new wraps keep Executive Papers 
crisp and clean, right down to the last efficient sheet. Order 
(and re-order!) from your Kimberly-Clark distributor. 
For More Information Circle No. 267 


Tue Orrice—April, 1961 





sg 


Tabulating equipment was out of operation only two hours. Here the machines are 


going again in the new building. 


Elliott Wagner, planning assistant, rep- 
resented the insurance company under 
supervision of Harold P. Stebbins, 


Bankers Life vice president and secre- 


tary. Executive vice president Lloyd 
W. Beans, sales manager Charles L. 
Beans, and Robert L. Carter handled 
the job for Sullivan. 

“Before we were even close to pack- 
ing up, we had to determine what there 
was to move and the best way to move 
it. Our first step was to prepare com- 
plete scale drawings of the old and new 
buildings, showing all items requiring 
floorspace,” Lloyd Beans said. 

Magnetic layout boards were pre- 
pared to scale for each floor of the new 
building and department supervisors 


laid out their areas with scale models 
and templates of office furniture. Space 
allocation for each department was 
made in advance by the company’s 
building committee. Use of scale mod- 
els underlined the third dimension— 
height—and helped to avoid confusion 
and last-minute reshuffling by keeping 
tall cabinets from in front of glass- 
enclosed offices. 

Next came the establishment of a 
moving code. Each floor of the new 
building was assigned a color desig- 
nation and furniture to be moved to 
a certain floor was coded with that 
floor’s color. Letter and number desig- 
nations were assigned to pinpoint the 
room and area where a piece of equip- 


New home office building of Bankers Life of Nebraska in Lincoln. 











Reduced-scale offset masters are made in less than 2 minutes with 
office camera and Kodak Ektalith Loader-Processor (shown above) 


Wholesale distributor improves catalog quality, gets 
offset masters twice as fast with Kodak Ektalith Method 


Keeping a 14,000-item catalog up-to-date 
— notifying salesmen and customers 
promptly of price changes and new prod- 
ucts —is now a much easier job for Wesco 
Merchandise Co., Los Angeles. 


Name a household product—chances 
are Wesco sells it. And every day, it seems, 
the mailman brings new folders and price 
lists from manufacturers. This data must 
be condensed, art paste-ups made, and off- 
set masters turned out. Here’s where the 
Kodak Ektalith Method takes over. 

High-quality offset paper masters (re- 
duced, enlarged, or same-size) are pro- 


K ODA K 


duced in full room light with office 
camera and Ektalith Loader-Processor. 
Just three simple steps: Expose . . . Process 
. . . Transfer—and an offset master is 
ready in less than two minutes. No delays 
to remove shadow lines or background. 
Also, a greater variety of work is handled 
—including solids, colors, halftones. 


For free booklet phone local Kodak 
Ektalith Dealer, or write 
Eastman Kodak Com- 

pany, Photo Reproduc- 

tion Products Division, 

Rochester 4, N.Y. 


© 
Nzetalit } ...puts you ahead in offset duplicating 
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“,.and I’m practically a lady of 
leisure, now that marvelous 
StenOtape does most of my 
work. Simply uncanny, the 
way it hears the boss’s words, 
even when he’s pacing around 
like a lion. Transcribes like a 
whiz, too. So I do twice the 
work in half the time and 
get a raise Yge% besides !!! 
ae Otape | ORS 

you ought { 

boss to try } 


DICTATING - TRANSCRIBING - CONFERENCE MACHINE |} | 
FREE TRIAL AT YOUR DESK | 
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STENOTAPE 


The only dictating machine that gives 
you hi-fi fidelity with 4-way versatility 


1.DICTATE 2.TRANSCRIBE 
3. RECORD 4.PLAYBACK 


CONFERENCES 
Check these special StenOtape features 

¢ Exclusive automatic ‘‘Self-Load”’ reel 
¢ 2-hours; endlessly re-usable magnetic tape 
¢ Absolutely jamproof + Simplest dictating 
and transcribing ever—one machine does both 
¢ Trouble-free operation — Exclusive 1 year 
guarantee * Travels in its own handsome 
attache case with room to spare for —" 
papers « Dozens more uses than 

any other machine « Authorized 

dealers and service coast-to- $1799 
coast. FULL YEAR GUARANTEE rep. tax inc. 


FR E E For complete information about all dictating equip- 

ment, read ‘“‘The Facts About Dictating Machines.’’ 
Includes an independent survey among secretaries dis- 
BOOK closing what they look for. 
OLAS GRRE SAMAR CRAM EEE NONE SRE OSTEO) RN MRE care 

Th American Geloso Electronics, Inc. 

251 Park Ave. So., N. Y. 10, N. Y. Dept. No. 139 

0 I would like a free demonstration at my desk (no obli- 

gation). Please call for an appointment. 


0 Please RUSH, without obligation, free 16-page book, 
“The Facts About Dictating Machines.’ 


Name 





Address. 





Zone. State. 


City. 
MAIL THIS COUPON NOW 
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ment or furniture was to be moved. 

Each piece being moved was tagged 
for identification, then listed by inven- 
tory number. Part of this process was 
the labeling of each drawer so that the 
order of stacking could be preserved. 
A final step in setting up the moving 
plan was marking every door opening 
off the center corridor of the new build- 
ing with a doublefaced sign to help 
direct the movers. 

When M-Day was just a few weeks 
away, Bankers Life asked employees to 
cooperate in a cleanup program at the 
old building. They threw away two 
tons of material, and memories. Use- 
less equipment and papers that would 
clutter the move were discarded. In- 
active records were moved to general 
storage. Supplies were cut back and 
the surplus returned to the supply 
department. 

As in most major office moves, some 
Bankers Life departments could be 
moved before the full-scale transfer to 
the new building. This was fortunate 
because there was only one freight 
elevator to move equipment out of 
most of the old building. 

First, dead storage files were moved 
from the area around the elevator en- 
trance. There was only limited refer- 
ence to these files and the time-con- 
suming job of moving them had little 
effect on company operations. 

Sullivan then moved the supply de- 
partment to the new building, leaving 
only a two-week stock supply to be 
moved the final day. This proved wise 
because setting up supply department 
shelving in the new building was a slow 
process and difficult to plan in advance. 


(Continued on page 264) 
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The 
“THERMO-FAX” 
Copying Machine 

with the NEW 


“COPY CONTROL” 
DIAL 


makes better 
copies fast 
and easy. 


FIRST CLASS 
PERMIT 


NO. 25 
St. Paul, Minn. 


BUSINESS REPLY MAIL 
F tage Stamp -Necessary if Mailed in United State . 


Will Be Paid By— 
MINNESOTA MINING 


Postage 


AND MANUFACTURING CO. 


Dept. DBY-41 


St. Paul 6, Minnesota 
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LAMINATING 
for lasting beauty 
ADDRESSING LABELS 
PROJECTION TRANSPARENCIES 
PAPER PRINTING PLATES 

SYSTEMS COPIES 

black on white copies for less than 2¢ 
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At no obligation, I’m interested in information 
about the ways “Thermo-Fax” Brand Copying 
Machines can speed, simplify, and cut costs on 
the jobs I’ve checked. 


General Copying Statements Addressing Labels 
Projection Transparencies Paper Printing Plates Systems Copies 
Laminating Check if you now use a “Thermo-Fax” Copying Machine. 





now does 
even more 


new jobs 


...and at amazing savings! the “Thermo-Fax” Brand 
Copying Machine—the world’s most versatile business machine—now 
does even more new jobs. And look at the savings! *Black on white, 
bond-weight Systems Copies for less than 2¢ a copy. *Finished Paper 
Printing Plates in seconds for as little as 12¢. *Ready-to-Project Trans- 
parencies for as little as 13¢. Plus many more jobs that can save you 
money year in and year out. 

All electric, the *‘Thermo-Fax’’ Business Machine delivers each job 
in seconds and perfectly dry. No solutions. No powders. 

Get the facts on how much work, what fast work, what varied work, 
what good work the ‘‘Thermo-Fax’’ Business Machines can turn out for 
you—whatever your business. Mail the postage-paid card today. 

DID YOU KNOW? The ‘‘Thermo-Fax’’ Business Machine makes copies 
on white paper—both standard and bond-weight. 


Let us prove it at the BUSINESS EQUIPMENT EXPOSITION, NEW YORK 
COLISEUM, APRIL 17-21. Visit our booth on the 3rd floor, opposite elevators. 


Thermo-Fax 


BRAND 


COPYING MACHINES 


/ Thermo-Fai | ner Minne AND Maanvracrurine COMPANY 


co . WHERE RESEARCH IS THE KEY TO TOMORROW 


THE TERM “THERMO-FAX” IS A REGISTERED TRADEMARK OF 3M COMPANY 
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NEW METHODS FOR FILING 
PUNCHED PAPER TAPES 


and Edge-Punched Cards 


@ TAPE and CARD HOLDERS 


@ SYSTEMS 


All methods men are aware of 
the machine production lost by 
wasted motion in the manual 
handling of all punched data. 

In daily use, Shaw-Walker 
simplified methods and equip- 
ment have proved to be far 
ahead of anything else yet de- 
vised.—Some installations have 
effected savings of up to 50% in 


@ DESKS @ FILES 


tape handling and filing time. 

There’s a Shaw-Walker plan 
to fill every known requirement 
—even 24-hour point-of-use pro- 
tection against fire. 

For complete picture facts, 
ask your Shaw-Walkerman to 
show you pages 224, 225 of his 
1960 Office Guide—or write for 
picture facts. A-253, A-254. 


“Built Like a 


GHAW-WALKER AX" 





Largest Exclusive Makers of Office Equipment 
Muskegon 9, Michigan 


Representatives Everywhere — Consult Yeliow Pages. 


For More Information Circle No. 349 




















NO LOST MOTIONS AT SWANK, INC. Overhead conveyor circulates tote boxes 
throughout picking area. Merchandise appears on order form in same rotation as stored 
in bins. Roller conveyor takes boxes containing ordered items to packing stations. (See 


story on next page.) 


Current trends 
in office automation 
including: data processing. 





The System With 
The Traveling 
Tabulating Cards 


GEORGE J. KELLEY, Sc.D., Vice President, 
Swank, Inc., Attleboro, Mass. 


WANK, INC. sells about 7500 dif- 
ferent items of men’s jewelry, wal- 
lets, belts, watches and gift items to 
18,000 customers throughout the world. 
Incoming orders average 50 items per 
order and an average of 1000 orders 
are received daily. This created a need 
for rapid billing, simplified order writ- 
ing, rapid and complete sales analysis, 
and a method of handling merchandise 
quickly and carefully in the picking and 
shipping departments. If possible, all 
this should be done by using the same 
punched cards. It has been possible, 
and at a savings of $81,000 a year over 
previous clerical methods. 

This started with our need for a 
rapid and complete sales analysis of or- 
ders received. To forecast production 
for sales in a highly stylized business, 
it is necessary to know how each item 


122 








is selling. Overproduction or underpro- 
duction can be very serious, and can 
create an obsolete inventory or loss of 
sales when the right merchandise is not 
available. 

To obtain the needed information, a 
tabulating card was punched for each 
line on incoming orders. This card 
showed quantity and style number. A 
relatively easy sort and tabulation re- 
sulted in a daily sales report with the 
needed statistical information. The in- 
formation on the card was later in- 
creased to include customer, county 
and salesmen’s numbers to provide ac- 
count volume reports, territory sales 
analysis and key market reports. 

Then, the salesmen requested help on 
the time it took to write orders. They 
had to write all of the items; price and 
extend each line; write a separate order 
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ORDER ANO/OR BLING DETAIL, CARD ~ SwAMm. INC 
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Samples of three of the punched cards used by Swank, Inc. Top to bottom: customer’s 
name and address card; miscellaneous data card; merchandise item card. 
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| SHIP Via | TERR, iH SALESMAN H SEPT. HO, OR STORE naME CUST. ORDER NO. } SK NO. mo. DAY ORDER OATE 
THiS PARCEL MAY BE OFENED POR FORTAL FR ¥ SK. Inc 
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A 8 C CORP [ a 

WASHINGTON CIRCL _— 
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¢ | f | y Inc. CUSTOMER'S COPY TERMS: 2% 10 DAYS, £.0.M, - NET 60 
MAIN OFFICE AND FACTORY 
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ABC CORP 
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DOWNTOWN USA 547750 
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SWANK INC. wilt ENDEAYOR TO 
SHIP THE MERCHANDISE BY THE 
SCHEDULED SHIPPING DATE, BUT IS 
NOT LIABLE FOR ANY DELAY O8 FAiL- 
URE IN SHIPPING, ALL MERCHANDISE 

_ SHIPPED Witt BE INVOICED AT THE 
PRICES CURRENT AT THE TIME OF 
SHIPMENT AND THE TITLE TO ALL 
GOODS PASSES TO PURCHASER UPON 
DELIVERY TO CARRIER 
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for each shipping date; and total each 
order. So, again we expanded the use 
of the tabulating cards by pricing out 
each card (representing an item line 
on the order) against a master pricing 
deck and we then extended each card 
in the calculator. These cards were then 
used to rewrite the salesman’s order, 
making it unnecessary for him to price 
and extend any merchandise ordered. 
We were able also to rewrite orders by 
shipping date so the salesmen needed 
only write one order and show just the 
quantity and style number of merchan- 
dise. This cut down considerably on 
salesmen’s clerical time and gave them 
more time to sell and service customers. 
Now, the picking and shipping de- 
partment brought us a problem. With 
7500 active products stored in a large 
picking area, it was necessary for order 
clerks to take an order and travel 
around the bins with a shopping cart 
and pick merchandise from 7500 loca- 
tions. If merchandise was not in in- 
ventory, this meant a wasted trip. It 
also meant a long training program for 
order clerks as they had to know the 
general locations of the merchandise. 
The picking and shipping department 
wanted to know if we could rewrite the 
merchandise listed on the orders in the 
same rotation as it was stocked in the 
bins. This would enable them to install 
a conveyor system so they could have 


< 


Original copy of the five-part order form 
appears on opposite page. The first four 
copies have address labels at top. The 
fifth copy (a portion of which appears at 
left) is printed on the face of an envelope 
which carries all the punched cards that 
wrote the order to the billing department 
to write the invoice. 











BURROUGHS CORPORATION ANNOUNCES 


THE B 5000, WHICH SETS NEW STANDARDS 
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IN PROBLEM SOLVING & DATA PROCESSING 


























The new Burroughs B 5000 Information Processing System is marked by 
dramatically different machine logic and language. It is a decided departure 
from conventional computer concepts and sets: 


NEW STANDARDS OF PROGRAMMING EFFICIENCY. The B 5000 is the first 
systenr specifically designed for efficient use of ALGOL and COBOL, It 
compiles 20-50 times faster than any other computers. Result: unprece 


dented savings in programming cost and time. 








NEW STANDARDS OF PROGRAM-INDEPENDENT MODULARITY. Any B 5000 
program works with any B 5000 system configuration. And you can add 
memory modules, input/output units—even a functionally independent 


second central: processor. Result: you can gear system: expansion to 





work-load growth, without. reprogramming; you are protected against 





obsolescence. 


NEW STANDARDS OF EFFECTIVE MULTIPLE PROCESSING. The B 5000's 
normal mode of operation is automatic multiple processing of related or 
unrelated problems. Programs that are written. independently can be 
processed simultaneously. Result: minimum idle component time, maxi- 
mum self-regulating system efficiency. 








NEW STANDARDS OF AUTOMATIC OPERATION. The Burroughs new B 5000 
incorporates complete operating, monitoring and service routines; auto- 
matically schedules work and assigns memory and input/output units. 
Result: system idle time and human intervention are held to a minimum 

important time and dollar savings. 


NEW STANDARDS OF SYSTEM COMMUNICATION. The new B-5000 features 
complete, fully flexible communication among its components, permits 








simultaneous on-line/off-line operation. Result: greater flexibility and 
reliability in systems use. 








NEW STANDARDS OF -THROUGH-PUT PER DOLLAR. The B 5000 also offers 
three microsecond add execution time and six microsecond memory cycle 
etime. It reads 800 cards per minute, prints 700 lines per minute. And it’s 
solid state, of course. This large-scale performance is available to you 
in the medium-price range. ve 
For details in depth, call our nearby. office now. Or write Burroughs 
Corporation, Detroit 32, Michigan. B ghs—TM 









Burroughs 


Jslebucejetss el Im Qroy a clesa-tatey el 


“NEW DIMENSIONS / in electronics and data processing systems” 
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This is the Friden Add-Punch®, Model 
ACPT. Like a standard adding machine, it 
produces a conventional printed tape. But 
unlike a standard adding machine, it also 
records complete or selected data in a 
punched paper tape. Because it does, auto- 
mated record keeping can be started at the 
adding machine level—at the source. 


With the Add-Punch and the punched paper 
tape it produces, any size company can get 
the full benefits of automation. The large 
firm will save by using the tape for auto- 
matic conversion to punched cards (no key 
punching or verifying is necessary), or for 
direct input to computers. The small firm 
without processing equipment can call upon 
a service bureau to process the tape and to 
prepare the desired reports at low cost. 


A Boticme-telom tc 
the difference 


between simple 
addition and 
automation 


The Add-Punch can handle an exceptionally 
wide variety of accounting and statistical 
jobs—everything from the entry of basic in- 
formation at its source to the general ledger. 


Your Friden Systems Man will be glad to 
explain how the ACPT can save you money. 
Or write: Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with practicality there can be 
no other word for it. 


ITiden 


Sales, Service and Instruction Throughout the U.S. and World 


For More Information Circle No. 418 
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order clerks at fixed locations pick the 
merchandise for which they were re- 
sponsible as tote boxes passed them on 
the conveyor. This would mean shorter 
training time, better filled orders, and 
more rapid shipping. As we were al- 
ready rewriting orders, this was rela- 
tively simple. We merely had to sort 
the cards by location before rewriting 
the order — and we saved over $40,000 
a year in picking and shipping costs. 
We were still using the same cards or- 
iginated for statistical purposes. 

There was one problem we couldn't 
solve for quite some time. How could 
we use these cards for billing purposes? 
Up to this point, we had to punch new 
cards for billing. Why? Because of the 
large number of cards — literally mil- 


lions. It wasn’t practical to send original 


cards to a billing area and file by cus- 
tomer or order number. Filing, locating 
and pulling cards for billing; and re- 
filing cards for back-order merchandise 
would be a fantastic job, not only be- 
cause of cost but because of the time 
and space needed. 

Of course, if there were some way 
to have the cards travel with the order, 
our problem would be solved. We in- 
vestigated punched tapes but this didn’t 
provide for any changes in an order 
from the time it was rewritten to the 
billing time. We had to have provision 
in the billing equipment to allow tor 
changes in an order. 

In the course of our study, we nat- 
urally took into consideration pre-bill- 
ing. We wished this were possible, but 
in the jewelry business you have to 
move fast and adjust production on a 
daily basis. We never can tell which 
items are suddenly going to be “hot” 
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and we have to give priority to this 
production. We could lose sales by not 
pre-billing an item today because it was 
not in stock; then, by the time the order 
reached the picking floor, the merchan- 
dise became available. We started work- 
ing with a continuous forms manu- 
facturer and came up with our order 
form printed on an Convelope envelope. 
This was an ideal solution to our prob- 
lem. | 

The name and address card, and the 
miscellaneous data card used in rewrit- 
ing the order, are reproduced to obtain 
two additional sets of cards (in case of 
more than one shipment on an order). 
These three sets, along with the original 
detail item cards, are placed in one of 
two pockets in the order-envelope. The 
envelope is the fifth copy of the order. 
The first four copies are customer ac- 


After packing orders, shipping department 
returns tote boxes to picking area via over- 
head conveyor. 
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Teletype Mode/ 28 ASR— 


page printer, tape reader, tape punch . e 
all in one! 











— 
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A compact data 
communications center 


The Teletype Model 28 ASR set is a machine of many 
talents—-time and money saving talents that can go to work for 
you. With it, your data can be distributed to many different 
locations—in the same building, different parts of the country, 
even overseas. And you can collect data with equal ease and 
flexibility. 

The Model 28 ASR enables you, if you wish, to prepare 
records on multi-copy forms and simultaneously communicate 
the contents of these records to distant points. Thus the ASR 
reduces your paperwork and at the same time overcomes the 
“distance barrier’”’ for sales orders, invoices purchase requisi- 
tions, even payroll checks. 

And with the Model 28 ASR, you can “run the gamut” 
with punched tape—encode data into tape .. . transmit from 
tape... integrate repetitive data from previously prepared tape 
with variable data by keyboard . . . obtain punched tape as a 
by-product of communications for computer and other business 
machine input. 

All of these data handling facilities are available to you in 
a compact console, occupying less floor space than required by 
the average office desk. 

Teletype Corporation manufactures this equipment for the 
Bell System and others who require the utmost reliability from 
their data communications facilities. Teletype equipment can 
be used with Data-Phone and other communications services. 


For a free brochure on the Model 28 ASR, write to Teletype 
Corporation, Dept. 37D, 5555 Touhy Avenue, Skokie, Illinois. 


TES LES dye PE 


CORPORATION © sussioiuny of Western Electric Company we 


For More Information Circle No. 292 
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knowledgement, salesman’s and district 
manager’s copies, and one copy for our 
permanent files. 

At the top section of each copy (ex- 
cept the fifth) there is a label perfor- 
ated for easy removal, making a total 
of four labels which are also placed in 
a pocket of the order form. 

After customer credit is checked and 
special instructions for shipping and 
billing are assigned, the order is sent to 
the picking department where quantities 
picked are recorded on it. The item it- 
self is placed in the tote box which is 
moved along the conveyor to the scale 
man, who weighs and estimates ship- 
ping charges. The weight and charges 
are recorded on the order and it is 
then given to the billing department lo- 
cated near the scale. 

The billing department no longer has 
to be in the tabulating section but can 
be in an entirely separate location. The 
billing clerks open the envelope pockets 
and separate the detail item cards into 
two groups: items picked and items 
not picked. Cards for the items that 
were not picked are placed back in the 
pockets with all except one set of name 
and miscellaneous data cards. 

Cards for items picked are merged 
with the name and address card, mis- 
cellaneous data card, and a shipping 
charge card. These are placed in an 
IBM 407 accounting machine. Invoices 
are quickly separated so that one copy 
(packing slip) can be checked against 
the merchandise and sent with the ship- 
ment. 

As back-orders are released, the sec- 
ond or third set of name and address 
cards are taken from the envelope 
pockets to be used for billing the back- 
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order shipment. We can, at any time, 
make a run of the cards remaining in 
the pockets to prepare a back-order 
report by item. 

As a by-product of billing, we sum- 
marize each invoice to provide shipping 
reports and commission statements. 
Again, we are still using the same cards 
originally prepared for statistical pur- 
poses. Thus, with one basic statistical 
card we — 

Eliminate the necessity of salesmen 
pricing and extending orders, allowing 
them to write one order regardless of 
shipping date. 

Prepare sales statistical information 
by item on a daily basis. 

Prepare sales volume reports by cus- 
tomers. 

Prepare sales reports by key markets. 

Rewrite orders showing items in the 
same rotation as stored in stock bins, 
and separated by shipping date. 

Bill shipments to customers. Provide 
an exact duplicate as a packing slip 
which keeps shipping errors to a mini- 
mum. 

Prepare shipping reports. 

Accumulate commission information. 

Prepare back-order reports by item. 

This is all done by constant activity 
of the cards. No filing of cards in a 
suspension file is necessary. Cards 
traveling with the order are always 
available for use without having to lo- 
cate the cards again, and errors are 
kept at a minimum. Because of this re- 
use of cards plus individual incentives 
in the tabulating department, there has 
been an overall saving of $81,000 a 
year in these clerical and picking opera- 
ations. What’s next for us? A com- 
puter? Could be! 
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Fast Address Label Printer 


HE MODEL 910 Videograph 

Address - Label Printer, produced 
by A. B. Dick Co., Chicago, electro- 
statically prints address labels from 
magnetic tape, punched paper tape or 
directly from an electronic computer, 
at over 130,000 labels per hour. Auto- 
matic flying paper splicing and roll 
changing mechanisms permit completely 
continuous operation. 

An installation of two Videograph 
systems at Time Inc., Chicago, made 
possible the conversion of its subscriber 
data file to magnetic tape for printing 
more than 260,000 labels per hour. The 
equipment allows last-minute updating 
of master subscriber files to include 
about 200,000 daily changes. The mag- 
netic file tapes are prepared on an elec- 
tronic computer. The two Videograph 
systems will print more than 10 mil- 
lion address labels per week for four 

magazines. 
' Magnetic file tapes are read by tape 
handlers with automatic switching from 
one tape reel to another assuring con- 
tinuous operation. A buffer and con- 
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Loading magnetic computer 
Videograph reader-buffer which reads, 
edits and sends data to label printer. 
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tape on Videograph label printer uses electrostatic 
printing tube to produce rolls of addressed 
paper labels at 3 ft. per second. 


trol unit rejects dead records and non- 
printing portions of the live file. Print- 
able data is edited and properly coded 
signals delivered to the printer in the 
sequence desired on finished labels. 
The printer produces rolls of “one- 
up,” five-line address labels, sprocket 
punched, ready to go on magazines or 
mailing pieces with conventional label 
affixing or heat transfer equipment. 
The information on each roll is auto- 
matically audited for accuracy and 
count against information on magnetic 
file tapes. Suitable tape handling and 
buffering equipment can be provided 
to make the Model 910 Videograph 
Address-Label Printer compatible with 
any modern digital computer. For 
More Information Circle No. 105. 
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The New Burroughs B5000 


HE BS5000 solid-state electronic 
data processing system, announced 
by Burroughs Corp., Detroit, is de- 
signed for automatic programing. Algol 
(Algorithmic Language) and Cobol 


(Common Business Oriented Language) 
compilers, as well as extensions of each, 
and a comprehensive master control 
program, are standard with each sys- 
tem. This enables users to communi- 


cate efficiently with the machine in the 
language of the problem, both for in- 
itial programing and subsequent sym- 
bolic debugging, rather than in complex 
numerical codes. Efficient object ma- 
chine language programs are compiled 
automatically 20 to 50 times faster. 
The master control program permits 
maximum, efficient operation with 
minimum human intervention. Virtu- 
ally self-regulating, the system sched- 
ules and keeps track of its own work- 
load, automatically by-passes certain 
units if they malfunction, and advises 


its operator when he makes a mistake. 
The computer automatically performs 
diagnostic maintenance routines to as- 
sure maximum up-time—either during 
processing or at the conclusion of all 
processing. 

Users will be spared the job of re- 
programing when a system is expanded 
or changed. Any size program can be 
run on any B5000 system. The non- 
reprograming feature will also make it 
possible for computer users to exchange 
programs as well as ideas. Any two 
or more completely independent pro- 
grams can be run simultaneously. 

The processor can operate in fixed- 
point (integer) and exponential (float- 
ing-point) representation interchange- 
ably. The system will operate in either 
word-length or in individual character 
logic modes; and has generalized, flex- 
ible subroutine handling abilities. These 
features permit processing of both 
scientific and data processing problems. 
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Data Processing System 


Computer operations previously run 
off-line (card-to-tape, tape-to-card, tape- 
to-printer) are automatically scheduled 
to be performed on-line without inter- 
rupting other processing. The master 
control program, which directs controls 
and sequences the system, assumes the 
functions of memory allocations, equip- 
ment assignment and_ information 
routing. 

Programs and data are completely 
independent of memory location with- 
in the processor and are automatically 
segmented during compilation into logi- 
cal divisions. Thus, the system can ef- 
ficiently accommodate programs which 
exceed the core memory capacity of a 
particular hardware configuration as 
well as process several programs simul- 
taneously. 

The B5000 allows machine programs 
to be floated or relocated. New pro- 
grams and/or segments are fitted into 
memory and executed regardless of 





program additions or deletions. The 
master program controls one or two 
parallel, independent processors, each 
of which may be operating on different 
programs or upon segments of the 
same program. It allocates space with- 
in one to eight memory modules, each 
having independent control circuitry to 
permit simultaneous access to several 
memory modules. It controls auto- 
matic selection of one to four inde- 
pendent input / output communication 
channels which may utilize any mem- 
ory module for communication with 
any data handling device. Through 
these communication channels, it main- 
tains control of up to 26 peripheral 
components. It handles fast access, 
bulk program and data transfers. Each 
processor may be operating on one or 
more programs, time-sharing equipment 
on the basis of availability and pre- 
scheduled program priorities; each pro- 
cessor or any I/O channel may be ac- 





cessing memory modules simultane- 
ously; and any available I/O channel 
can be utilized to communicate with 
any of the peripheral units. 

It is possible and practical to per- 
form four read/write operations to 
peripheral components simultaneously 
with program execution on one or two 
processors: read-while-write-while-com- 
pute. Commands may include several 
operators and operands logically inter- 
spersed to produce an_ instruction 
string, which is sequentially scanned 
and executed from left to right (Polish 
notation). This method of expressing 
formulas or expressions becomes the 
operational logic of the system, ana- 
logous to the languages in which scien- 
tific and commercial problems are 


stated. The BS000 sets aside blocks of 
memory, or stacks, which provide auto- 
matic retention of operands and partial 
results. 

This eliminates the need for the strict 
one-to-one ratio of operators to oper- 
ands. The compiler is relieved of the 
necessity of assigning and maintaining 
temporary addressing. 

Modular construction will permit 
system upgrading as new technology 
can be reduced to efficient and eco- 
nomical use. B5000 computer systems 
will rent from $13,500 to $50,000 a 
month, depending on size. Sale prices 
will range from $540,000 to $2 million. 
First deliveries will be made in 18 
months. For More Information Circle 
No. 107. 





Punched Tape Reader 


HE MODEL 350 high-speed 

punched paper tape reader, de- 
signed by Control Data Corp., Min- 
neapolis, for use with the company’s 
1604 and 160 computers, is now offered 
for general sale. This photoelectric 
reader reads 5, 7 or 8 level punched 
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paper tape at 350 characters per second. 
It uses solid state components through- 
out and is available with or without 
reading circuitry. The reading head 
employs windows which channel the 
light to the photocells. The use of win- 
dows results in a smooth reading sur- 
face, eliminating holes which can be a 
sources of trouble by allowing an ac- 
cumulation of dirt. The machine can 
read various colored tapes as well as 
oiled and soiled tapes without adjust- 
ment of bias voltages or amplifiers. 

The unit can be programed to oper- 
ate start/stop a character at a time, or 
read continuously stopping immediately 
after receipt of a stop code prior to the 
next character. It is designed to oper- 
ate for long periods without mainte- 
nance. The Model 350 paper tape 
reader is 9” x 1142” x 10” and it weighs 
34 lbs. For More Information Circle 
No. 103. 
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ne inc. Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Information Circle No. 239 
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NOW! A LOW-COST WAY TO AUTOMATE INVENTORY CONTROL 





KEYSORT'’ DATA PROCESSING 


Fast, accurate inventory control is at your 
fingertips with low-cost Keysort Data 
Processing. 

Keysort is used by many businesses for 
order and sales analysis, job and labor cost- 
ing, management control and other vital data. 


Fits any size business 


Keysort has many advantages. No restrictive 
procedures; minimum training, remarkable 
economy, simplicity of installation and op- 
eration. Keysort is the only automated data 
es system flexible enough to fit your 

usiness as it stands and as it grows. At a 


cost well within your company’s budget. 


Cuts down clerical work 


With Keysort you use punched cards de- 
signed for rapid sorting. Figures are auto- 
matically tabulated, results summarized di- 
rect to reports, giving the information need- 
ed for complete control of your business. 


Ask us for case histories 


Call your nearby Royal McBee Data Proc- 
essing Systems Representative or write us 
at Port Chester, N. Y.— indicating the appli- 
cations in which you are interested—and we 
will be happy to supply you with actual 
case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 323 
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Account Number Verifier 


N ACCOUNT NUMBER verifier 
A to detect errors in entering ac- 
count numbers in office machines has 
been developed by National Cash Reg- 
ister Co., Dayton, Ohio. The transis- 
torized verifier is used in conjunction 
with NCR adding and accounting ma- 
chines which produce punched paper 
tape or punched cards for data process- 
ing systems. Errors introduced into 
such systems are difficult and expen- 
sive to correct unless caught at the 
source. 

The verifier applies a simple mathe- 
matical test at electronic speed to every 
account number entered, to catch all 
the most common clerical errors. When 
an entry fails the test, unit prevents op- 


eration of the parent machine until the 
erroneous entry is corrected. Five 
models, each using a different formula, 
are available. Normally, existing ac- 
count- numbering systems can _ be 
changed over to a verifiable system 
simply by: adding another digit to the 
old account numbers. For More Infor- 
mation Circle No. 102. 








% French business machines Company with: 


e Exhibition rooms. 


@® Mechanical and electronic plant. 
¢ Management consultants for planning and organization. 
e Sales force in Paris and in main towns of France. 


* Interested in collaboration with: 


Manufacturers of business machines, particularly small calcu- 


lating elements, 


three or four operations, 


electromagnetic, 


electromechanical and electronic, or all other modern business 
machines, such as invoicing, accounting and adding machines. 


Write to 


30, rue d'Armaillé 
PARIS 17, FRANCE 
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Get quick relief from 





/f it's worth repeating, repeat it with PHOTEK 


PHOTEK, INC., PROVIDENCE 3, RHODE ISLAND 
A TEXTRON COMPANY 


For More Information Circle No. 316 
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office-copy headaches ! 


New, all-white PHOTEK Thermocopy Paper 
ends fading, fuzziness, and filing complaints 
... Makes paperwork a pleasure! 


Now you can have the kind of crisp, clean, easy- 
to-file office copies you've always wanted and 
could never get... until today! Photek Thermo- 
copy Paper is neither a substitute nor a pressure- 
sensitive imitation of any thermographic paper 
you have ever used before. The exclusive formula 
for Photek Thermocopy Paper is the product of 
advanced research by Photek scientists and engi- 
neers. The result is a demonstrably superior office 
‘ copying paper. 
SUPERIORITY YOU CAN SEE AND FEEL! 


You can easily test and prove the superiority 
of Photek Thermocopy Paper for yourself. 

Under a magnifying glass, compare Photek with 
the thermocopy paper you are now using. Note 
the clean, crisp look of Photek reproduction; the 
way each character stands out in clear, sharp 
relief against its clean, white surface. 

Then, feel the difference. Even with your eyes 
closed, your touch tells you Photek Thermocopy 
Paper is stronger, more durable. It folds neatly 
without cracking or tearing. It files flat, handles 
easily. 





PHOTEK 





THERMOCOPY PAPER - PHOTOCOPY PAPER 
PHOTOCOPY EQUIPMENT AND SUPPLIES 


few nea See ee 


| bei Rees Aha hein eta oreo aii ty as oi 


PHOTEK, INC. 
P. 0. Box 1553, Providence 3, R. |. 


[) Please send us your FREE ‘‘COPY KIT’’ complete 
with sample sheets of Photek Thermocopy Paper. 

NAME 

TITLE 

COMPANY 

STREET 

CITY 
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DURABILITY YOU CAN COUNT ON! 


Unlike other office copying papers, Photek Ther- 

mocopy Paper will not fade, yellow or darken. It 

resists light, heat and time. You can file it or 

“table” it indefinitely, knowing for sure it will 

look like new the day you need it. 
Here are some other things you should know 

about this remarkable office-copying paper: 

® Photek Thermocopy is available in both opaque 
and translucent paper to satisfy all office 
copying and systems requirements. 

®Photek Thermocopy Paper eliminates waste 
due to repeated machine adjustments, enables 
you to make copies over a wide range of 
machine dial settings. 

® Photek translucent thermocopy paper copies 
on both sides ... offers an extra operator 
convenience plus a new way to eliminate waste. 
What’s more, Photek translucent thermocopy 
paper produces an economical 
diazo master for unlimited runs. 


Try some in your own office on 
your own machine. Send for this 
FREE “COPY KIT”. 


— oe we ee ee ee ee ee ee ed 


For More Information Circle No. 316 
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Automatic List Typer 


HE JUSTOWRITER automatic 

tape-operated composing machine 
made by Friden, Inc., Rochester, 
N. Y., is now available with Edge Card 
Punch and Edge Card Reader to 
quickly prepare listings in any sequence 
for duplicator or offset printing. The 
cards, used as address and item cards 
in data processing systems, can be code- 
punched in continuous form, separated, 
filed, and run over and over in any 
order. Copy for printing directories, 
parts, property, subscription, library 
and stock and bond listings are a few 
of the uses. 

Each listing is typed first on a Justo- 
writer AA Recorder. Continuous, pre- 
gummed labels—which serve as proof 
of typing accuracy, are created, and 
simultaneously the identical informa- 
tion is code-punched in prefolded, con- 
tinuous edge cards. The labels are 
easily affixed to their corresponding 
cards, since both are in the same order. 
Finally, the cards are cut into separate 
listings and filed. 

When a listing is to be printed, re- 
quired cards are selected and run 


through the reading unit of the AA 
Recorder. Plates or repro copy for off- 
set printing, or duplicating masters, can 
be prepared during this operation. If 
it is desired to perpetuate a particular 
listing for later reruns, the information 
being read from cards can be punched 
in tape which can be used interchange- 
ably with edge cards in both punch and 
reader mechanisms. 

For justified composition, tape can 
be inserted in a Justowriter Reproducer 
for automatic copysetting at 100 words 
per minute. Edge Card Punch and 
Reader feature does not change opera- 
tion of Justowriter in any way for other 
composition work. 

Updating is done by reading ob- 
soleted cards and creating new ones on 
the Model AA punch. Automatic read- 
ing is stopped where necessary to man- 
ually type revised information. Justo- 
writer offers a wide selection of type 
styles and sizes, including a new 9- 
point, for voting lists, school records, 
references, catalogs, price sheets, in- 
ventory records, etc. For More Infor- 
mation Circle No. 109. 


Automatically typ- 
ing listings from 
edge-punched cards 
on the Friden Just- 
owriter. 





You get much more than DATA PROCESSING FORMS 


when you use ALLIED / EGRY Service 


SERVICE— 
NATIONWIDE FROM 




















States shown in relative value of manufactured products 


The skill and experience of 9 autonomous plants ... each completely equipped and 
staffed for systems research and service have been combined to add a new dimension 
to business forms service. Now, Allied/Egry customers have the full benefit of a strong, 
progressive national organization, yet receive the close personal attention and service 
of a local sales office and a regional producing plant. As an Allied-Egry customer, 
these are your plus advantages. 
. Convenient plant locations virtually give you “back door” service, wherever 
you're located. 
. Recognized quality and accuracy in form production. 
. Personal service of forms specialists, whether it’s for the designing of a form 
or the development of new tabulating methods, systems or procedures. 
. Combined experience... with a great library of practical knowledge and the 
probable answer to your present or projected accounting plan. 
You’re on the move in the right direction when you move to Allied-Egry ... for per- 
sonal service, for quality and accuracy... for every need in business forms at a fa- 
vorable price. 


is ALLIED /EGRY susiness systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
In Canada: Egry Continuous Forms Ltd.—Toronto * Montreal 
For More Information Circle No. 324 








High 
Speed 
Computer 
Printout 


ESIGNED FOR OFF-LINE oper- 

ation, the Print Station of Anelex 
Corp., Boston, is a complete printing 
system operating from magnetic tapes 
prepared by large-scale computer sys- 
tems. The Print Station consists of a 
magnetic tape handler that feeds pre- 
viously prepared high density tapes, 
a print and format controller and a 
printer. The controller combines the 
function of data distribution, storage, 
timing, energizing and checking the 
transfer of data from tape to printer. 
The printer provides high speed readout 
at 1000 lines per minute. 

Noted for its durability and favor- 
able up-time, the Print Station prepares, 
in final form, data taped by the com- 
puter. Printing from tapes releases 
equipment and manpower for the com- 
pletion of critical programs, allowing 
both to be more fully utilized. For 
More Information Circle No. 101. 


HE SOURCE DATA Recorder for 
f pencin card transactions was an- 
nounced by Datanamics, Inc., Canoga 
Park, Calif. The lightweight, compact 
unit, imprints and punches tabulating 
cards at point-of-origin in preparation 
for machine accounting. For More In- 
formation Circle No. 185. 
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Bonds + Ledgers * Mimeograph + Duplicator + Offset 
* Cover +« Verifax * Whiteprint * Multi-process. 
An immense variety—all in famous Howard brands 
universally popular for office, industry, and lettershop 
use. Ask your paper distributor for samples and a 
HANDY GUIDE to all Howard-Made cut size papers. 


HOWARD PAPER MILLS, INC. 
SUBSIDIARY OF (@)st.Regis « DAYTON, OHIO 


For More Information Circle No. 268 
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Paper to Magnetic Tape Converter 


SYSTEM that converts data on 

punched paper tape to magnetic 
tape has been developed by Tally Reg- 
ister Corp., Seattle. With this Tally 
Model 1433, input and output data are 
completely identical in content. No 
code change is normally performed, 
but a universal code conversion fea- 
ture is available at extra cost, with the 
same format controls as the basic model 
1433. 

The Tally Model 1433 will accept 
paper, foil or plastic tapes in widths 
varving from 5 through 8 level. It can 
write data on magnetic tape in formats 
compatible with IBM 727, 729 Mod 1 
and Remington Rand computer inputs. 
The system is complete in itself, in- 
cluding a paper tape reader capable 
of reading 120 characters per second, 
magnetic tape handler and necessary 
electronics for control and tape for- 
mat. It operates from standard power 
sources and performs reliably under all 


environmental conditions normally en- 
countered in an office. Prices of Model 
1433 systems begin at $26,500; de- 
livery 120 days. For More Informa- 
tion Circle No. 104. 





Paper Tape Reader 


SMALL, FAST (30 characters a 
A second) Raeden paper tape reader 
for input to tape-to-card converter, 
typewriter, digital-to-analog converter, 
digital computers, controls for auto- 
mating machine tools, direct telephone 
line transmission of data and many 
other systems uses, was announced by 
Systronics, Torrance, Calif. The ma- 
chine reads 5, 6, 7, or 8 channels via 
bifocated contacts operated by ,star 
wheels, and is very low in cost. For 
More Information Circle No. 184. 
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AMAZING WEW ADDRESSING SYSTEM... 


CUTS ADDRESSING 
- COSTS UP TO 80%! 


_ A Model for Every Need... Every 
Business ... and Every Budget... 


Address or imprint in any color 
any kind of material, in sizes from 
1%” x 3” to 17” x 23”, up to 
5/16” thick, including envelopes 
... postcards ... labels... heading 
statements ... heading timecards 
... Specification sheets... booklets 
_ ...Magazines...bulletins...news- 
~ papers...and other systems im- 
printing, for any kind of business 
» or institution including churches 


~ ...$chools...clubs...industrial... 


* retail...banking...service organi- 


zations ... government. r 


THE NEW TRANSFER PROCESS 
ADDRESSING MACHINE BY 


D 


DASHEW BUSINESS 


MACHINES, INC. 
3655 Lenawee Avenue 
Los Angeles 16, California 


® Dealer Inquiries Invited « 


Exciting new kind of Transfer 
Process machine addresses 
right from unique Dasha- 
master record cards... 
eliminates need for positive 
and negative lists... elim- 

| inates need for messy, costly 

... Stencils, plates, rolls! 


In the all-new Dashew line, you'll see the great- 
est improvements in mechanical addressing in 
40 years! Features low initial cost, low operat- 
ing cost, and lowest cost master preparation by 
far. Machines address with speed, accuracy, 
economy right from Dashamaster cards. Your 
addressing system is ready to go in no more 
time than it takes ordinary clerical help to pre- 
pare cards with typewriter or ball point pen. 
Cards provide space for mailing records, cus- 
tomer service notes, sales data—complete 
customer information right on your addressing 
master. Get more facts on this extraordinary 
new line right now! 


SEND FOR THIS FREE 
BROCHURE TODAY! 


Dashew Business Machines, 
3655 Lenawee Avenue Inc., Dept. TP04 
Los Angeles 16, California 


Please rush me more information on the new Dashew 
Transfer Process Addressing Machines. 


We now use: [] Metal Plates [ Stencils [ Rolls 
CI Spirit Addresser [] Outside Service. 


Name 
Company 
Type of Business 
Address 

















For More Information Circle No. 283 
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Punched Tape Reader 


TAPE READER incorporating an 
Uh ccitlinins of chopped reflected 
light has been developed by Omni- 
tronics, Inc., Philadelphia, a Borg- 
Warner subsidiary. It is generally ap- 
plicable where reliable tape reading is 
required for input to digital computers, 
communication systems, tape convert- 
ers, machine tool control and the like. 


Since reflected light is used, a better 
ratio of signal-to-noise is attained in 
reading the more translucent tapes, 
leading to greater reliability. The 
reader features trouble-free components 
such as silicon solar cells, solid-state 
amplifiers and power supply and simple 
mechanisms. It will read standard tape 
widths of 11/16”, 7/8” or 1” with up 
to 8 channels and sprocket; strip or 
continuous loop tape. It provides an 
optional selection of speeds (10, 30, 75 
and 100” per second) with up to 1000 
characters per second reading rate. From 
dead stop until the time the tape is 
going full maximum speed requires 
three milliseconds. The machine will 
stop the tape in less than one milli- 
second. It can start-stop on every char- 
acter at up to 100 characters a second. 
Output voltage level on a mark is 12 
volts negative. 

Complete controls are provided with 
switches for power-on, start-stop and 
tape-load-ready. Quick, easy in-line 
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loading is also featured. The machine 
will automatically start and stop on a 
negative 10-volt signal on a separate line 
for each signal. Or, a positive-going 
10-volt signal will start or stop the 
machine when fed into Model PTR-7 
from a third line. The unit requires 
only 544” of rack space and measures 
19” wide and 12” deep; weighs 28 Ibs., 
operates on 115 volts, 60 cycle. For 
More Information Circle No. 106. 


Tape Unwinder 


YCLE UNWINDER for _per- 
forated or printed data tapes is 
sturdily constructed and ball bearing 
mounted. Guide (at left) permits tape 
to travel up or down, to right or left, 
so no special positioning is required 


for unwinder to efficiently deliver tape 
to equipment. With non-scratch base, 
unit is made in 6”, 8” and 12” capaci- 


ties by Cycle Equipment Co., Los 
Gatos, Calif., makers of the Cycle Uni- 
versal Tape-Minder that automatically 
winds tape. For More Information 
Circle No. 110. 


HOW WOULD YOU DO IT? 


A reader wants to know how to quickly 
reverse the order of stacks of punched 
cards. No punched card equipment is 
available nor can he afford an expensive 
machine. If you know of moderately 
priced equipment which will do the job 
cheaper than bv hand, write The Editor, 
The Office, 232 Madison Ave., New York 
16, N. Y. The best suggestions will be 
paid for and published. 
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. girl's best friend at the office is 
“SCOTCH” Brand! 









“SCOTCH” B Brand Double- Coated Ta “SCOTCH” Brand Transpare 











Cut mounting ‘*SCOTCH’’ Brand Does jobs One penny’ s Vv 
‘ » ¥ ye Double-Coated Tape does “SCOTCH 
rim ; H i mounting jobs in seconds, h h > Transpar 
ume in tf al - requires no drying time! y t e score. ee seals 9 bt 
Works like glue in handy lopes, mends 8 tor 


¢ th a fama_ ribbon form. No spills, t | holds 8 routing sl 
WI Q ule ta pe spots or wrinkles. Easy COSIS 1€SS notes! Dependable 
hat 1; ; to use—there’s no liner t 9 t parent. Comes o 
KS f to remove. The neater, d y h without breakir 

[ lat } ICKS ON faster way to splice 0 all telescopes. Quic 


papers, mount displays, sticks at a touch! 


hoth sides assemble policies. ever hefore 


Tape is a tool...choose the best tape for 





nt Tape “SCOTCH” Brand Magic Mending Tape 


< 


orth of ‘SCOTCH” Brand Magic Mending 
"' Brand Tape is the only tape that’s 
ent Tape practically invisible! Its no- 
Iky enve- glare backing lets you read 
rn checks, through it. Looks white on the roll, 


lips or 17 but when pressed down on paper 
>... trans- it almost disappears. And you can 
ff the roll write on it with pen, 
g, never pencil, ballpoint or type- 
k, neat— writer! Resists moisture, 
too. Perfect for mending torn documents, records, 
file copies, punch cards—lasts as long as the 

paper it mends! 


COTCH” Brand 





“SCOTCH” Brand Dusting Fabric 









Dusting ‘“‘“SCOTCH"’ Brand Dusting 


Fabric works so fastit makes 
dusting almost fun! New 
“wonder” fabric, with mil- 

lions of tiny dust traps, 


Is easier 
en ever eoee mat: 


and oily film. Can't scratch or 
before marthe most delicate surfaces, 
* yet is tough and resilient— 
highly absorbent sheets can be used over 
and over before they’re thrown away. Keeps 
hands clean, too. Ideal for desk tops, cabi- 
nets—anything around the office. 





“SCOTCH” Typewriter Cleaner 








Qeeeaeces0e @ 
-_ 9000800040088 
Ose GOmeheeae 


Clean ‘“*“SCOTCH”"’ Brand Typewriter 
7 Cleaner lets you type 

t ewriter the dirt away! Use like 
yp paper—just roll sheet 
into typewriter, set machine 

keys by to stencil and strike each key 
° do! No stains, no spatters— 
typing hands stay clean. Comes in 
perforated sheets (tear off 

on other office machines, too, for less than 
5c per cleaning! 


several times. That's all you 
used portions and save the rest). Clean type 


Make sure you have these “Scotch” Brand office helpers in your office. Call your “Scotch” Brand supplier today ! 


**SCOTCH’’ IS A REGISTERED TRADEMARK OF 3M CO., ST, PAUL 6, MINNESOTA 
INMESOTA imING AND ANUPACTURING COMPANY 
M Mi M Y 2M 


++» WHERE RESEARCH IS THE KEY TO TOMORROW i 





The Use of Tests 


(Continued from page 83) 

and numerous qualified psychologists 
are available on a consulting basis. Sev- 
eral reputable publishers of psychologi- 
cal tests are prepared to offer technical 
assistance upon request. Two reliable 
organizations are The Psychological 
Corp., 304 East 45 St., New York 17, 
and Science Research Associates, 259 
E. Erie St., Chicago 11. Another sup- 
plier, of clerical tests, is Employers’ 
Tests & Services Associates, 120 Detzel 
Place, Cincinnati 19. 

To install a testing program in an 
office, make a thorough analysis of all 
the various jobs for which testing is 
to be used. The qualifications required 
for a file clerk’s job are quite different 
from those expected of a senior statis- 
tical clerk. 

One large New York firm with a 


well established testing program gives 
each applicant an intelligence test to 
determine at what level of responsibil- 
ity a girl can function most efficiently. 
A girl with a lower than average in- 
telligence score is usually given a sim- 


ple, routine assignment. Applicants 
with higher intelligence scores are 
placed in more responsible positions in- 
volving figure work, provided they also 
meet other pertinent qualifications. The 
particular test used in this company is 
the Personnel Test by E. F. Wonderlic, 
one of the most reliable intelligence 
tests used in industry and available 
through The Psychological Corp. 
Many companies, large and small, 
have had considerable success in select- 
ing and placing clerical employees by 
using a brief but reliable series of ap- 
titude tests that can be administered, 
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scored and interpreted in approximately 
20 minutes. This battery is called the 
Short Employment Tests and is also | 
published by The Psychological Corp. 
It consists of three five-minute tests 
measuring intelligence, arithmetic abil- 
ity and general clerical ability and is 
useful in selectively placing employees 
in positions to which they are best 
suited. Several reliable tests measuring 
typing and stenographic skills are also 
available. Always remember that tests, 
like a good machine, must be properly 
used by trained and experienced people. 
Used improperly, tests can do more 
harm than good. 





You spent 
$300,000,000 


on chewing gum 
last year! 


More than 9 times as much as you 
gave to fight cancer. 


Shocking? Yes. And here’s another 
shocking fact: in 1961 cancer will 
strike in approximately two out of 
three American homes. 

Chew all the gum you like. 
For every penny you spend for 
chewing gum, give a penny to 
the American Cancer Society. 

In that way, you will be giv- 

_ ing $300,000,000 to fight cancer 

this year. More than nine times 
as much as last year! 
Fight cancer with a checkup— 
and a check to the American 
Cancer Society. 








Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corporation. 


7 ORRIN ge c0 nae eaten Se eee 


Dictaphone 7ime-7//a4%er 


Why waste a minute? Find what you said 
in seconds on a Dictabelt record 


Unlike other recording media on which you can 
see nothing, the red Dictabelt records visibly. 


You see your place, play back any part of it in 
seconds. The Dictabelt is the heart of the Dicta- 
phone Time-Master, the most automatic dictat- 
ing machine made. 


You concentrate on what you say. Find out for 
yourself how much time a Time-Master can 
save you and your secretary. Call a Dictaphone 
office for a free demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


Dictaphone Corp.. 730 Third Ave., N.Y. 17, N.Y., 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pi., London W.1, England. 
For More Information Circle No. 270 


156 Tue Orrice—April, 1961 














lin Employee Relations | 


ROUND-UP of day - to - day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Must a Laid Off Employee Have a Required Operation? 


What Happened: 

When the company merged, the new 
management set up a policy of physi- 
cal examinations for all employees. Joe 
Lerke was on layoff when he was called 
in for his physical checkup. The doc- 
tor found Joe had a hernia. He was 
told to have it corrected and then he 
would be rehired. The employee had 
an operation—and three weeks later 
he was rehired. But he was upset at 
his loss of pay during his three-week 
absence. He felt he could have gone 
to work and had the operation during 
his vacation. He filed a grievance: 

1. You discriminated against me. 
There are other employees who are 
working with a hernia condition. They 
weren’t laid off because of it. 

2. You can’t have two sets of rules 
—one for employees on layoff and one 
for employees on the job. 

3. I was doing fine on my job be- 
fore the layoff—hernia and all. 

4. If I had been working, my physi- 
cal disability wouldn’t have come up 
as an issue. So why bring it up at all? 

The company didn’t agree with Joe: 

1. We set up a new policy for physi- 
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cal exams. This we have a right to do. 
We intended to examine all employees 
—on the job and on layoff. If Joe was 
working, and his hernia was discovered 
on his physical exam, he would have 
been put on layoff until the disability 
was cured. 

2. The fact that we had not yet 
gotten around to other workers doesn’t 
make Joe’s case any stronger. 


Was the Company 
RIGHT (0 WRONG (1 


WHAT ARBITRATOR DONALD A. 
CRAWFORD RULED: “The Arbitra- 
tor agrees that Joe Lerke had employee 
status and therefore was subject to the 
same conditions and physical standards 
as applied to employees at work. The 
record does not show that different con- 
ditions of employment or physical 
standards were imposed on him. A 
substantial number of employees were 
on layoff at the time the program was 
started—but there were also employees 
at work at that time. And the com- 
pany started with the most senior em- 
ployees, going down the lists until all 
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employees—both at work and on lay- 
off—were examined. It is apparent 
that the basis for the company’s re- 
fusal to permit Lerke to return to work 


—namely his hernia condition—would 
also have resulted in his layoff. There 
is no evidence of discrimination. Joe 
Lerke is not entitled to be paid.” 


Must Management Help Non-Strikers Cross Picket Lines? 


What Happened: 


The company’s salaried employees 
continued to work during a strike by 
rank-and-filers. For the first five days 
the union picket line did not prevent 
salaried workers from entering the 
building. On the sixth and seventh 
workday mornings, the pickets refused 
to allow draftsmen to enter. The pick- 
ets believed that a draftsman had re- 
paired an airconditioning unit. Such 
work was normally done by one of 
the strikers. 

Company guards at the entrance 
were instructed to “use their good 
judgment” and avoid injuries to em- 
ployees and property. The guards 
made no effort to aid the draftsmen. 
In fact, guards cautioned the drafts- 
men against “making trouble.” 

The Draftsmen’s Guild asked the 
company to “take positive action to in- 
sure their safety” and permit their go- 


ing to work. The company did not 
reply formally to this, but it suggested 
that guild officers meet with union of- 
ficials. This was done. On the follow- 
ing morning, pickets allowed the drafts- 
men to enter. 

Subsequently the draftsmen asked 
the company for the two days’ salary 
they had lost. They claimed the com- 
pany had “locked them out” and argued 
as follows: 

The agreement states “The company 
shall not engage in any lockout of em- 
ployees.” 

The company and its guards failed 
to take action and this failure con- 
stituted a lockout. 

The draftsmen did all they could to 
come to work on both mornings. 

The company turned down the de- 
mand of the draftsmen, stating that at 
no time had there been a lockout and 
the company had done nothing to pre- 
vent the draftsmen from coming to 
work. 


Was the Company: 
RIGHT (1) WRONG ( 


WHAT ARBITRATOR RALPH T. 
SEWARD RULED: “The dispute was 
between the Draftsmen’s Guild and the 
striking union. The most that the com- 
pany can fairly be accused of is failing 
to take whatever measures might have 
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CALCULATING MACHINES, INC. 


527 MADISON AVENUE, NEW YORK 22, N. Y. 
Telephone: Eldorado 5-6066 





defeated the union’s action. The ques- 
tion is not what the company might 
have done, but what it was obliged to 
do. The “no lockout” provision does 
not require the company to guarantee 
admission to its premises when mem- 


When Are Employees To Be 


What Happened: 


Fred Calkins was the third most 
senior man in his department. On 
Thursday, the supervisor asked all the 
other members of the department to 
work overtime on Saturday. He over- 
looked Fred whose work was somewhat 
removed from the rest. However, the 
next day Fred was offered the over- 
time assignment. He turned it down. 

“I’m burned up over your forgetting 
to tell me yesterday. Just this noon 
I accepted an invitation to Moose 
Lodge for Saturday. I think my friends 
are throwing a surprise birthday party 
for me.” 

The following week Fred asked the 
company for the overtime pay which 


bers of another union attempt to bar 
the way. The company was not re- 
quired to take affirmative steps to break 
the picket line and secure the drafts- 
men’s admission. The draftsmen are 
not entitled to the salary lost.” 


Paid for Unworked Overtime? 


he would have earned on Saturday. He 
claimed the company owed him the 
money because it violated the rules 
which said, “The company will give at 
least 24 hours notice, except in emer- 
gencies, when overtime will be neces- 
sary on Saturdays.” He argued that (1) 
this was no emergency; (2) the com- 
pany should have given him enough 
time to plan for the overtime work; 
(3) the company had paid for unworked 
overtime in the past. 

The supervisor turned down Fred’s 
claim for overtime pay. He did offer 
Fred the chance to choose any Satur- 
day overtime work in the future. 


Was the Supervisor: 
RIGHT 0 WRONG (1 


WHAT ARBITRATOR JOHN OF. 
SEMBOWER RULED: “Most arbitra- 
tors grant compensation to an employee 
who has been overlooked in the alloca- 
tion of overtime work. Although the 
company displays a spirit of fairness 
in proposing that the grievant be given 
an opportunity to pick another over- 
time day, some form of redress is fully 
justified. It seems sound in this in- 
stance to follow past practice of the 
company to sustain compensation in 
lieu of overtime work. Fred Calkins 
is to be paid for the overtime hours.” 
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spacofinder TLS system 


*successfully saving time, space 
and money in thousands of offices 








Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


*Can you identify the six filing applications above? (1) Medical records files 
in an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
(4) Terminal digit filing in Auto Use Tax division of the Department of 
Motor Vehicies in a large Western state. (5) Saving space in the one-girl 
personnel office in a national airline regional 


office. (6) Beauty and orderliness in the home Tz ES 


office of a major western insurance company. rRODUCTS CO. 





Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 


For More information Circle No, 233 





Transit Information 


(Continued from page 98) 


a caller upon request), transit maps of 
Washington, and detailed information 
on tours, trips or limousine hiring serv- 
ices maintained by D. C. Transit. 

Calls come directly to the informa- 
tion desk without going through a 
switchboard. As soon as the clerk re- 
ceives a request she presses a button at 
her station which whirls the rotary file 
and brings the desired timetable or rate 
schedule within reach. By the time the 
caller has completed his question, the 
clerk has the answer ready. Lines are 
not tied up while the clerk searches, and 
the caller has the satisfaction of getting 
the data he needs in record time. 

Previously, D. C. Transit used a 
standard file where each clerk had with- 
in reach only a small portion of mate- 
rial. This left callers tied up on one 
line, waiting for the clerk to travel 
about the room obtaining the requested 
information. Now, with data centralized 
in one file, immediately accessible to any 
of six clerks, the workload is equalized. 
The transit system widely publicizes and 
advertises the slogan, “Call FEderal 7- 
1300,” the number of the information 
center, throughout Washington. 

D. C. Transit’s centralized dispatch 
system has cut down delays in heavy 


traffic areas. In the dispatch office, 
trouble shooters and dispatchers sit 
around another Acme Visible Rotary 
File, where they have easy access to all 
data and full view of large wall maps 
showing routes of the entire system. It 
is their job to keep routes open, main- 
tain schedules and recruit assistance in 
emergencies. It is this office that street- 
car and bus operators call in case of 
delays or breaks of any nature in rou- 
tine service. 

By two-way radio, dispatchers have 
continuous contact with each of the sys- 
tem’s radio cars that patrol the routes. 
Phone calls from vehicle operators are 
written down by dispatchers, and radio 
calls are automatically recorded, so the 
company has a complete history of all 
messages. When a call is received, dis- 
patcher pushes a button on the rotary 
file which automatically brings within 
reach any of the information he re- 
quires. If assistance of any kind is re- 
quired, he immediately dispatches a car 
by radio. 

As a further check on schedule main- 
tenance, the company has contactors 
at points along streetcar routes. If a 
car does not strike a contact point with- 
in minutes of the scheduled time, an 
alarm rings, a light goes on in the dis- 
patchers’ office and stays on until the 
streetcar reaches the contact point. 


At Washington’s 
D. C. Transit Sys- 
tem, dispatchers 
and trouble shoot- 
ers seated around 
a motorized Acme 
rotary file have ac- 
cess to all data re- 
quired to keep 
transit routes open, 
and maintain 
schedules. 





different models of 
Chandler & Price Paper Cutters 


MEET ANY NEED OF EVERY PRINTER 
OR DUPLICATOR OPERATOR 


hydraulic-clamP 


ravewerer \\ Spacing 
Equipment 


Manual 
and 
Automatic 
for power 
cutters 


hand-clamp 
automatic 
power cutter 








a 


For small-shop equipment, for auxiliary equipment, or 
for production cutting of large runs, there’s a Chandler 
& Price Paper Cutter which can meet your requirements. 


If you want a large cutter, Chandler & Price has it 
in the C&P 37-inch hydraulic clamp full automatic 
machine. 


For long runs of repetitive cutting on ledger cards, 

statements, checks, forms, indexes and letterheads, 

clamp: power cutters equipped with manual or automatic 
handgrperate? spacing devices do the work easily, speedily, ac- 


-0 H 
gn utter curately and economically. 


For auxiliary equipment and for general office use 
the 26'2-inch Craftsman lever cutter or the C&P small 
bench cutter provide the same cutting accuracy, 
rigidity and dependability of larger sizes but are 
suited for smaller operations where volume of cutting 
does not demand a larger machine. 


Give us an idea of your paper cutting require- 
ments and we will gladly send details of the C&P 
cutter which will meet your needs. 


“Cut Your Cutting Costs with a C&P Cutter” 


Illustrated is C&P 23” full hydraulic automatic cutter. 


THE CHANDLER AND PRICE COMPANY Sts" 


For More Information Circle No. 235 
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POSTAGE METER 


Pitney-Bowes, Inc., Stamford, Conn., 
announces a compact desktop electric 
postage meter machine designed to “grow” 
with the user’s office. Described as smaller 
than a standard typewriter, the compact 
Model 5400 seals, stamps and stacks letter 
mail in one operation, or issues a meter 
stamp on wet or dry gummed tape for 
parcel post or bulky envelopes. It prints 
any denomination of postage from a “c 


up to $9.9914 in a single meter stamp. 
The “room to grow” feature is an op- 
tional envelope feeder, which is detach- 
able and fully automatic. The basic ma- 
chine is designed for low or moderate mail 
volume and occasional peak mailings such 
as monthly statements. For more frequent 
peak mailings, or as mail volume grows, 
envelope feeder can be added for fast, 
completely automatic postage metering. 
Two lightweight meters are available for 
the Model 5400. One prints postage up 
to $9.9914 in one stamp; the other prints 
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up to $1.09%. Other features include: 
easy date changing by turning a dial; easy 
operation, seated or standing; line-of-vision 
register to show denomination selected; 
automatic sealing of envelopes; automatic 
parcel post tape dispensing, and a stacker 
that holds up to 40 letters. The machine 
also has all standard features of metered 
mail machines. For More Information 
Circle No. 213. 


COIN COUNTER-SORTER 


Standard Change-Makers, Inc., 422 E. 
New York St., Indianapolis 2, Ind., an- 
nounces a portable coin counter-sorter, 
Model CS-100A with a specially designed 
motor. It both counts and sorts; weighs 
only 27 Ibs. Machine is designed for min- 
imum maintenance. Other than the mo- 
tor, it has only two moving parts, both 
durable metal. Overall size is 18” wide, 
13” high and 9” deep. By simply setting 
counter, flipping switch and pouring in 
coins, machine automatically counts and 


sorts 15,000 coins per hour (Ic, 5c, 10c 
and 25c coins; 50c coins remain in the 


hopper). Separate sorting and counting 
operations provide an automatic check of 
the total. Machine operates on 110-volt 
AC, 60-cycle. With an inverter, it may 
be used in an auto or truck. Retail price, 
$199. For More Information Circle No. 
150. 
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COPYING PAPER 


Photek, Inc., P.O. Box 1553, Provi- 
dence 3, R.I., announces Photex Thermo- 
copy Papers in both opaque and translu- 
cent sheets, 812” x 11” and 8%” x 14’, 
with other sheet sizes to follow at a later 
date. The opaque sheet is for general 
office copying in thermographic machines. 
The translucent material can be copied on 


COPYING PAPERS 


BPOOE I CODL ORY PLACE 





either side, and will also serve as a diazo 
master. Both opaque and _ translucent 
sheets are all white, heat and time-resist- 
ant, and offer sharp image. The copying 
principle involved is a chemical trans- 
formation. Both products are sold in 500 
sheet units and are priced competitively. 
Photek also will launch a line of Photo- 
copy diffusion transfer papers and ma- 
chines. For More Information Circle No. 
154, 


FORMS TIPPING MACHINE 


Farrington Business Machines Corp., 77 
A St., Industrial Center, Needham Heights, 
. Mass., makes the Tippette machines for 
producing carbon interleaved snap - out 
forms. Machine occupies no more space 
than a typewriter stand. The Tippette is 
equal in workmanship and other essential 
features to larger Farrington tipping ma- 
chines which have become standard in 
the industry. Designed for small print 
shops, offices, institutions and company 
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printing plants, the Tippette requires only 
4 sq. ft. of floorspace with its collating 
shelves folded for storage. Virtually no 
set-up time is required, and an operator 


with average dexterity can perform 2000 
pick-ups per hour, handling work up to 
11” x14”. For More Information Circle 
No. 201. 


SHELF FILE 


Supreme Steel Equipment Corp., 50th 
St. & 2nd Ave., Brooklyn 32, N. Y., an- 
nounces Conserv-a-tier files with recessed, 
adjustable shelves. The new line retains 


the same double-wall paneling and meth- 
od of intermembering as Conserv-a-files. 
Intermediate shelves are 9” and 12” deep 


for letter and legal sizes. Bottom shelf, 
top plating and extreme end panels are 
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12” and 15” deep for letter and legal 
sizes. Where units are joined in series, the 
intermediate panels are recessed like the 
shelves for visibility. All intermediate 
shelves are adjustable on 1” centers, as 
compared with the fixed distance between 
Conserv-a-file shelves. Each tier is fur- 
nished with five adjustable file dividers. 
Retractable posting shelves are available 
for double row units, where they operate 
on either face. A separate clip-on post- 
ing shelf is available for single row units. 
Conserv-a-tier is a multiple-purpose unit, 
since shelves can be adjusted for ledgers 
and other records, upright or flat, while 
also housing regular files. For More In- 
formation Circle No. 157. 


DIGITAL PRINTERS 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill, announces 
Premier Digit-Matic solenoid-activated 
models for both parallel entry (full key- 
board) and serial entry (ten key) to receive 
and record alphanumeric data automatica- 
ally from remote sources. Each ma- 
chine is designed with a wide assortment 


of features to suit individual applications. 
Rear-cable connections offer convenience 


in close quarters. Red and black can be 
used as a variable input to identify data 
from two sources; to distinguish positive 
and negative entries and totals; and identi- 
fy two types of unrelated data from a 
single source. Also available are special 
punctuation; type in a wide assortment of 
fonts; non-add printing; item counters; 
split keyboard; and superimposed key- 
boards to allow manual operation. Opti- 
mum pulse duration is 35 milliseconds on 
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all Premier Digit-Matics at 24, 48 or 150- 
volt DC or 115-volt AC. Parallel entry 
machines receive and print a full line of 
figures or letters simultaneously. Listers 
(machines which do not accumulate) can 
print up to four lines per second or 2400 
digits per minute. Accumulator models 
(add and subtract) print up to 1800 digits 
per minute. Machines are useful as read- 
out devices for computers, analog-to-digi- 
tal converters, flow meters, time interval 
meters, production scales, etc. Modified 
versions can list degrees, minutes, seconds 
and thousandth-seconds, with automatic 
conversion of carry-over amounts. Or, 
fractions (sixteenths, eighths, fourths, 
halves) can be simultaneously computed 
with whole numbers. Conversion of frac- 
tions to whole numbers in the total is au- 
tomatic. Serial entry Premier models re- 
ceive data sequentially, one digit at a time 
at 1200 digits per minute. When a line 
listing is completed, motor bar is de- 
pressed and line printed. These machines 
are used with paper tape punches and 
readers, key punches, plate punches, type- 
writers, etc. Base-price on serial entry 
Premier units is $485; on parallel entry 
units, $509. Other Digit-Matic prices 
start at $445. For More Information 
Circle No. 164. 


PHOTOCOPIER 


Rovico, Inc., 320 Market St., Newark 
2, N.J., announces a 10” model Rovico 
Fotomate which is completely automatic. 


A disposable cartridge containing develop- 
ing fluid is easily placed in the machine. 
Then, by the simple push of a lever, de- 
veloping trough is automatically filled and 
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emptied, providing automatic fluid con- 
trol Machine makes photo-exact, 
sharp, maximum-contrast, permanent 
copies of anything the eye can see. 
It is lightweight and portable, weighs 13 
Ibs. Attractively styled in pastel beige to 
blend with any office decor. Seal-pak dis- 
posable plastic cartridge eliminates all 
chemical handling and prolongs solution 
life. The Rovico Fotomate 10” model is 
a high-speed photocopier and can be used 
in the most modernly lit offices. Priced 
at $99.50. For More Information Circle 
No. 192. 


FILING SYSTEM 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., announces a Unit 


Spacefinder. Basic elements are unit boxes 
and a sturdy, free-standing metal frame. 
Laminated fiberboard boxes are letter or 
legal size, 4” wide, and can be easily 
carried. They slide freely back and forth 
on cross rails in the frame, attached by 
their steel backs. By moving boxes later- 


ally on rails, new materials can be in- 
serted where desired. Working the edges 
of the file folders is made easy by cuta- 
way box corners. Accessibility is en- 
hanced by the shingle effect. ° Boxes tilt 
downward, making every folder easy to see 
and grasp. Side or top tabs are equally 
efficient. Also available is a unit space- 
finder truck with space for 30 boxes on 
rails. Documents can be presorted on the 
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truck, then distributed to appropriate areas 
for in-filing. Material removed from the 
central file is controlled by identifying 
boxes for each area. Other accessories in- 
clude a complete series of guides and fold- 
ers, as well as workshelves and full-length 
storage shelves. Available in gray, des- 
ert tan, mist green, in letter and legal sizes, 
with single or double-faced frames in 
length modules to fit any room within a 
few inches. For illustrated 12-page bro- 
chure with prices, Circle No. 144. 


ADDRESSING MACHINE 


Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, has added nine features to 
the Speedaumat Class 2600 addressing 
machines to make them faster and more 


economical. Most important are inter- 
changeable feeding devices, various types 
of stacking mechanisms, variable speed 
control, automatic plate separator and strip 
lister with automatic town marker. Ma- 
chine, with 17142” x 12” sheet capacity, 
will handle broadsides, pamphlets, en- 
velopes, self mailers, etc. It will accept 
stock ranging from cardboard to news- 
print and will handle quarter-folds, half- 
folds and round edges. In addition to low 
cost and accuracy, Addressograph plate 
systems provide master files that are resist- 
ant to fire, water and wear. For More In- 
formation Circle No. 122. 





CHECK CONDITIONING MACHINE 


Hannifin Co., Dept. 812, 501 S. Wolf 
Road, Des Plaines, Ill., announces the Si- 
lent Squeeze check conditioner for proc- 
essing mutilated magnetic ink and 
punched card checks. The machine is said 
to rejuvenate even the most crumpled 
check. Because of its 288,000 check per 
day capacity, all checks can be given the 


restoration treatment at a pace compatible 
to automatic processing equipment. The 
check conditioner occupies 8 sq. ft. of 
floor area. It can be run with full safety 
by any office worker and does not require 
a fulltime operator. Simply load and un- 
load the machine, the remainder of the 
cycle is automatic. For More Informa- 
tion Circle No. 149. 


CARD FILE 

Shaw-Walker, Muskegon, Mich., offers 
an eight-drawer desk-style Cross-File 
(Stock No. 1458) with a capacity of 86,- 
000 tabulating cards or 105,000 3” x 5” 
cards, all within fingertips of seated oper- 
ator, to save time, steps and floorspace. A 
Four-File Work Center occupying only 58 
sq. ft. houses up to 420,000 3” x 5” cards 
or 344,000 tabulating cards. Open a 
drawer and up to 10,800 tabulating cards 
are exposed for split-second reference. A 
flip of the finger makes any card fully 
visible because automatic-tilting wobble 
blocks produce a pocket-like opening. To 
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post, just remove the card and pocket re- 
mains until card is returned. Drawers 
open easily from either side. Rear tray 
is fully accessible because back of drawer 


extends beyond cabinet front. Drawers 
roll at a touch on Super-Duty free-coast- 
ing slides developed especially for extra 
heavy loads. All eight drawers are acces- 
sible because Cross-File is only 39” high. 
For Bulletin No. 118, Circle No. 145. 


INTERCOM SYSTEM 


Neophone France, 6 Sq. du Champ de 
Mars, Paris 15, France, makes Neophone 
intercom systems with patented voice- 
operated control. There is no need for 


a talk-listen key. Units may have a key- 
board or dial for automatic switching. 
Feather-light pressure on key is sufficient 


to connect or disconnect a line. Master 
stations can communicate with any other 
station; substations with one or several 
master stations. Any substation can be re- 
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placed by a master connected to all, or 
just some, other stations. Amplifier units 
allow hands free conversation from any 
point in a room. One or several simultane- 
ous conversations are possible. A wide 
variety of supplementary equipment is 
available including visible and audible sig- 
naling, executive right-of-way, disconnec- 
tion for privacy, full conference facilities, 
etc. For More Information Circle No. 
211. 


ADDING MACHINE 


Commodore Business Machines, 648 
Broadway, New York 12, N. Y., announces 
the Quick listing-adding machine which 
weighs only 8 Ibs. and measures 12” x 7” 
x 34%”. Made in West Germany, with 
simplified ten-key keyboard, machines 
come to list six, total nine; and list nine, 
total nine, with and without credit bal- 
ance. All models offer direct subtraction; 


have non-add key, repeat key, column indi- 
cator and correction key. Machines take 
standard paper rolls. The removable oper- 
ating handle allows machine to be kept in 
a drawer or carried in a brief case. Model 
67 without credit balance lists at $99.95; 
with credit balance it is $104.95. Model 
99 without credit balance is $114.95; with 
credit balance, $119.95. The distributor 
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states that this is a quality machine and 
not made just to compete in price. For 
More Information Circle No. 215. 


PHOTOCOPIER 


American Photocopy Equipment Co., 
2100 W. Dempster St., Evanston, Ill., an- 
nounces availability of the Apeco Century 
in three new colors: beige, blue and green. 
This will provide a photocopy machine 
to harmonize with most office decor. 


Formerly the 12 lb. Century was housed 
only in gray. There will be no price in- 
crease for the $99 machines. Present own- 
ers may replace the gray housing with 
any of the three new colors for $9.95. 
For More Information Circle No. 210. 


AUTOMATIC PHONE DIALER 


McGraw-Edison Co., West Orange, N. 
J., offers the Rapidial which will auto- 
matically dial, by simply pushing a single 


dialing bar, up to 290 different telephone 


numbers. Numbers may be on an inter- 
nal switchboard, local or long distance, or 
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coast-to-coast on Direct Distance Dialing. 
The automatic dialer is being readied for 
production for Western Electric Co., sup- 
ply unit of Bell System companies which 
plan to offer Rapidial to telephone cus- 
tomers about mid-1961. Because Rapidial 
uses magnetic tape to store telephone 
numbers, user can record new numbers or 
erase old numbers by means of a rotary 
dial on the instrument itself. No extra 
equipment or specialized service is re- 
quired. For More Information Circle No. 
147, 


FIRE ALARM 


Standard Fire Alarm & Signal, Inc., 
100 Old York Road, Jenkintown, Pa., 
offers the Reddi-Eye automatic fire alarm 
in a compact, self-contained unit that pro- 
vides constant, positive fire detection and 


warning. When temperature indicates pos- 
sible fire danger, it sounds a 12-15 minute 
blast. The 4%” x 7” x 7” unit is Under- 
writers’ Laboratories listed, fully guaran- 
teed, maintenance-free and available in 
several pastel colors. A visual monitor 
indicates liquid Freon level in cylinder to 
assure unit is fully charged. No electricity 
or batteries are needed. Available in a 
136°F, rating for use where normal 
temperatures do not normally exceed 
100°F, and a 174°F rating for use where 
normal temperatures exceed 100°F. 
For More Information Circle No. 141. 
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PAPER SHREDDER CABINET 

Shredmaster Corp., 384 Woodcleft Ave., 
Freeport, N. Y., offers a sturdy, all-steel 
cabinet for its Bantam 10 paper shredding 


machine. Moderately priced, the unit has 
a large, removable waste bin and drop- 
leaves on both sides for convenient stack- 
ing of paper. It measures 29144” x 15%” 
x 19” (with leaves lowered) and is mounted 
on easy-rolling casters which can be locked 
to prevent tipping. For More Information 
Circle No. 142. 


POCKET MICROFILM VIEWER 
Taylor-Merchant Corp., 48 West 48th 
St., New York 36, N. Y., offers a 10x 


pocket microfilm reader made of sturdy 
laminated card stock. Entire unit folds 
flat (44”) and slips into its own plastic 
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ONLY... tHe 


BOHN CONTEX 


CALCULATOR 
ADDS, SUBTRACTS, 
MULTIPLIES AND 


FOR. S120 


% PLUS F.E.T. 


If you pay high salaries to pencil-and-paper mathematicians for wrong 
answers...if you think $500 calculating machines are too expensive... 
then you should learn the facts about the only first-quality calculator 
that does all the work of the much more expensive machines fast and 
accurately for about one-fourth the cost. Send in this coupon today. 


Bohn Duplicator Co., 444 Park Ave. S., Dept. C-11, New York 16, N. Y. 


(0 Please arrange a demonstration of the Bohn Contex in our office 
without obligation. 


() Please send further information on the Bohn Contex. 


NAME. 





COMPANY. 





ADDRESS. 








For More Information Circle No. 294 


THe Orrice—April, 1961 





wallet that fits easily into a shirt pocket. 
Glass lens has minimum peripheral dis- 
tortion and maximum field of view. De- 
sign allows vertical and horizontal scan- 
ning while holding microfilm secure and 
steady. Lens housing moves along longi- 
tudinally to allow complete vertical scan- 
ning. Horizontal scanning is accomp- 
lished by moving microfilm through a slot 
in the viewer. All of the subject can easily 
be scanned. Price, $2.50. For More In- 
formation Circle No. 168. 


ADDING MACHINES 


Remington Rand Div., Sperry - kand 
Corp., 315 Park Ave. S., New York 10, 
N. Y., introduces three Clary-Remington 
Rand adding machines, the first new Clary 
models since Clary office machines joined 


Remington Rand. Machines are a ten-key 
electric and two hand-operated ten-key 
adders. The handsomely styled, high- 
speed, electric Model 3 (shown) features 
addition, direct subtraction, automatic 
totals and sub-totals. Automatic credit 
balance is optional. All controls are auto- 
matic and answers print in red. There is 
a wide choice of listing, totaling capaci- 
ties. The hand-operated Model 2 has the 
same styling and features as the Model 3 
electric except that listing and totaling are 
by fast handle operation. The low-cost 
hand adder, Model 71, lists at $99.50 and 
features addition, direct subtraction and 
repeat addition. For More Information 
Circle No. 195. 
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COLORED TABULATING LABELS 


Pee Cee Tape & Label Co., 521 N. La- 
Brea Ave., Los Angeles 36, Calif., offers 
pastel pressure-sensitive tabulating labels 
for use on data processing machines. 


Colors can identify plant sites, depart- 
mentalize items; specify inventory control, 
seasonal distribution, etc. Color-coated 
stock permits clear contrast from imprints. 
In addition to three conventional pin feed 
labels in marginally punched rolls or fan- 
folded, Pee Cee will produce color tinted 
labels in any size or shape designated. 
Stock now available includes green, blue, 
coral and yellow. For More Information 
Circle No. 138. 


MAIL BAG CART 


Can Pro Corp., 30 E. McWilliams St., 
Fond du Lac, Wis., offers a mail bag cart 
to speed mailroom operations by eliminat- 
ing lifting and handling of heavy mail 


bags. 
any girl in the mailroom can move three 
fully loaded mail bags with ease. No 
lifting or dragging heavy bags to unhook 


With the Can-Pro Mail Bag Cart, 


or remove them from cart. The Can-Pro 
Mail Bag Cart holds three regulation mail 
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Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


Photoraptd. 
dryest ELECTRAMATIC 
liquid Mt 


Developer cartridge loading « No mixing, no 
pouring * You never see the liquid « Triple 


bad p life to photocopy developer « Plug-in 
convenience « The finest photographic 
prints ever ¢ Uniform copies every time 


LOADS LIKE A GUN! 


All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 
T a [ turn it on, and start photocopying. Turn it 
off and the developer automatically 


flows back into the cartridge. No mess, 
no fuss, no chemicals left out to slosh 


* oo 
| around and lose potency. 
mM o l [ n | VERSATILE BEYOND COMPARISON 
e The PHOTORAPID ELECTRAMATIC 


skips nothing—copies everything. . . 
+.» permanently! 


For More Information Circle No. 253 
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bags wide open for filling. When loaded 
bags are to be deposited, flip a lever and 
all three bags drop off at once. Light- 
weight cart is all metal with movable 
hooks; rolls smoothly on four swivel 
wheels. Bright chrome color finish. For 
circular of all Can-Pro mailroom equip- 
ment, Circle No. 146. 


NOISE REDUCING TAPE 


Minnesota Mining & Mfg. Co., 900 
Bush Ave., St. Paul 6, Minn., announces 
Scotchfoam vibration damping tape for 
easy application on thin sheet metal. Con- 
sisting of foam, plastic and high-tack ad- 


hesive, tape reduces resonant vibration 
and accompanying noise by converting vi- 
bration energy into heat when embossed 
vinyl plastic backing forces the specially 
compounded polyurethane foam to absorb 
vibrational energy. Conformable even to 
rough and irregular surfaces, it can be ap- 
plied rapidly with finger pressure; no tools 
are required. Uses include damping vi- 
brations of metal cabinets, doors, desks, 
typewriters, etc. Tape is moisture and 
flame resistant, and has high thermal in- 
sulation properties. It is designed to 
lengthen the life of the object to which 
it is adhered. Available in 6” widths and 
lengths up to 8 ft. at $1.55 per sq. ft. For 
More Information Circle No. 136. 


DESK LIFT-DOLLY 
S & G Enterprises, Inc., 7050 North 
76th St., Milwaukee 23, Wis., offers the 
Desk Dolly with which one man can move 
a fully loaded desk without removing 
drawers, contents or anything on desk top. 
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Dolly lifts desk 3-4” with approximately 
35 lbs. pressure on its handle. Then 
handle is removed and desk rolled in any 
direction on non-marking, ball bearing, 
swivel casters. It is unnecessary to move 


adjacent desks when one is being moved. 
Dolly is made of welded steel, weighs 35 
Ibs. Casters’ capacity is 1200 lbs. and 
they allow moving desks over door sills. 
Desk Dolly costs $95 f.o.b. above. For 
More Information Circle No. 200. 


SLIDE PROJECTOR 


Bell & Howell, 7100 McCormick Road, 
Chicago 45, Ill., makes the Tele-Sonic 
slide projector which uses_ ultrasonic 





sound waves to focus and change slides by 
wireless remote control. This frees the 
operator to wander at will and project 
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HOW DOES YOUR 
TOP-LEVEL THINKING 
LOOK ON PAPER? 


The words may be exactly the same, 
but do they lose some of their impact 
when considered against a 
background that does not 
adequately reflect either the prestige 


of the letter writer or his business ? 





The superior look and feel of 

PARSONS Bonds insure that the 
person at the receiving end will give 
your correspondence the same undivided, 


respectful attention you would receive in person. 


Rustin 7 ee bortSuc imess 
ae Yo RR Baal! 


PARSONS 


f Extra 

OLD HAMPDEN BOND ©) 100% 

, PARSONS BOND © 100% 

YOURS: Outstanding a ’ L'ENVO! @ 100% 

Letterhead Design Port- 1 LACONIA BOND A 75% 
folio — | % “4 

Aarting Design De : EDGEMONT BOND M@ 50% 
partmen' 


: : HERITAGE BOND @ 25% 
famous Pratt institute- # : 
on Parsons King Cotton RASABLE BOND @ 25% 
Business Papers. Write ; 
on your business letterhead Specify a PARSONS Bond Paper to your 
for Porttelio Member 152 local printer or paper merchant 


PARSONS PAPER DIVISION NATIONAL VULCANIZED FIBRE CO. HOLYOKE, MASSACHUSETTS 


For More Information Circle No, 299 
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from any point in the room. Control may 
be carried in the pocket and operates from 
a distance of more than 40 ft. Two mini- 
ature transmitters operated by two buttons 
send different high-frequency waves to fo- 
cus or change slides. Waves are too high 
to be heard by the human ear. An ultra- 
sonic receiving unit at front of projector 
picks up waves and triggers focusing and 
change mechanisms. Transistors and 
printed circuits are used in projector, 
which takes Bantam, 35mm, or Super 
slides. A blackout shutter cuts light be- 
tween slides. Price, $269.95. For More 
Information Circle No. 163. 


COPYING MACHINE 


Photorapid Corp., 142 Oregon St., El 
Segundo, Calif., announces the Diafax 
automatic copier which produces dry, per- 
manent, positive black-and-white copies in 
seconds. Diafax uses the electrostatic 
principle. Operation is simple, fast and 
clean. Original document, including bound 
volumes up to legal size, written, drawn 
or printed in any color, is placed on a 
glass, a button is pressed and in seconds 


the low-cost dry copy is ready. The en- 
tire operation is electronically controlled, 
eliminating exposure and other make- 
ready adjustments. Equipment automatic- 
ally controls light density. Handling of 
documents is reduced to a minimum. As 
originals never pass through machine, 
they are not subject to any other form of 
damage. Development of copies is 
achieved without liquid chemicals. Unit 
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copies any original: opaque, translucen- 
cies, transparencies. Excellent results are 
said to be obtained in the reproduction of 
halftones and solids. No previous copy- 
ing experience or elaborate instructions 
are needed. The Diafax requires no load- 
ing of developer powders or costly mainte- 
nance. It operates on standard current 
and may be safely used in any office. For 
More Information Circle No. 156. 


FOLDING MAIL CART 
Win-Holt Equipment Corp., 306 Main 
St., Hempstead, N. Y., offers an all-pur- 
pose foldaway cart with ball bearing rub- 
ber wheels on swivel casters to swing 


around tight spaces. 
has a capacity of 200 lIbs., but folds flat 


Light in weight, it 


for storage. Detachable basket makes it 
applicable to routine office movement. 
Tubular steel construction in copper-nickel- 
chrome finish, it is 37%” high, 17%” 
wide and 2712” long. Price $35.45 includ- 
ing basket. For More Information Circle 
No. 121. 


FILE TRANSFER CASE 


Muckle Mfg. Co., Owatonna, Minn., has 
developed a reusable steel case for trans- 
porting contents of letter files between 
local offices, to storage or photo-process- 
ing before disposal. Case is designed to 
the customer’s specifications for protection 
of records from exposure or rough 
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@ 196), W. J. Co. 


THE FIRST REAL 
IMPROVEMENT 
IN POST BINDERS 


IN 50 YEARS 


Rubber End Caps Vinyl-Guarded Covers 





WILSON JONES “CYCOLOK” BINDERS USE MODERN PLASTICS 


From the best of modern plastics, Wilson Jones 
creates the world’s finest post binders. CYCOLAC*, 
a tough, strong plastic, replaces old-fashioned 
metal tubing...gives these binders a lightweight, 
indestructible housing for the improved locking 
mechanism. Retains a smooth, unscuffed appear- 
ance for years. 

Stiff, sturdy covers are VINYL-GUARDED to take 
years of hard wear, without showing it. They stay 


clean and fresh-looking. RUBBER end caps pro- 
tect desk and filing cabinet tops. Metal hinges. 


All these extras are yours at no increase in price. 
Two popular models: RAVEN, in vinyl-guarded 
black Levant simulated leather; and NOMAD, in 
vinyl-guarded blue canvas. Order them today at 
your stationery supplier. Ask to see the most 


modern post binders made. *®TM of Borg warner Co. 


WILSON JONES 


209 S. JEFFERSON ST., CHICAGO 6 + 
Available in Canada: Wilson Jones Company (Canada) Ltd., 7 Ingram Drive, Toronto 15, Ont. 


NEW YORK + BOSTON + ATLANTA + SAN FRANCISCO 


For More Information Circle No. 281 
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handling while being moved. Body is 20- 
gauge steel, primed and painted gray. 
Cover is triple hinged with one heavy 
duty pull-down catch. Sturdy carrying 
handles are at each end. Four stacking 
feet on bottom fit into matching indenta- 


tions in cover to prevent sliding when 
cases are stacked. Label holder on front 
holds identification, shipping and return 
addresses. Weight of case is 15 lbs. In- 
side dimensions are 20” long, 1212” wide, 
11” deep. For More Information Circle 
No. 197. 


OFFSET CAMERA-PROCESSOR 


Robertson Photo-Mechanix, Inc., 7440 
W. Lawrence Ave., Chicago 31, IIl., states 
that masters for offset duplicators can be 


produced from any original copy in less 
than one minute with the Electricon elec- 


trostatic camera-processor. It has a fully 
automated electrostatic processing head, 
magazine-loaded with as many as 100 off- 
set masters. Although it will enlarge and 
reduce, no negative is required and com- 
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plete operation can be accomplished in a 
lighted room, with only two hours’ oper- 
ator training. Pushbutton operation per- 
mits user to make an offset plate, put it 
on a duplicator and have copies in quan- 
tity in five minutes or less. The Electri- 
con will reproduce any copy, black-and- 
white and a wide range of colors, half- 
tones (dot for dot) or line originals. Every 
image (drawn, written, typed or printed) 
can be exactly reproduced and transferred 
to a paper master in enlarged or reduced 
form. There are almost no limitations to 
the type of paper on which original copy 
may appear. Solids are reproduced with 
no loss of density. For More Information 
Circle No. 152. 


BINDER INDEX 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., makes an index tab with 
DuPont’s Mylar plastic film which makes 
the tab more than 50 times stronger ac- 
cording to findings of the Aigner Research 
Dept. In addition, the tabs will not crack, 
split or tear. For users, this will mean 


years more wear. Despite their greater 
strength, these Aico tabs have 40% less 
bulk. This slim look makes indexed cata- 
logs, reports, manuals and presentations 
neater by eliminating bulky appearance. 
It also enables indexed ring binders to 
hold more pages. The tab, in combination 
with the Mylar index reinforcing devel- 
oped by Aigner research in 1957, provides 
an index sheet which is rip-proof at both 
tab and binding edge. The Mylar reinforc- 
ing strip at the binding edge of the index 
prevents wearing, tearing or pulling 
through at ring binder holes. For More 
Information Circle No. 191. 
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Choice of 


the carriage trade 





high quliy WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper roils, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultiKopy Durametric Carbon Papers 
Always send a “Time Saver’ courtesy carbon copy 


F. S. WEBSTER Company, 8 Amherst Street, Cambridge 42, Mass. 


. For More Information Circle No. 236 
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.». Write 
best of all 
»». because 
they’re built 
best of all 


sara 

Meet the Olympia Family of Precision 

Typewriters—preferred the world over for 

their quality, value and ease of operation. 

There’s one designed for every typing 

need — whether for office, home, school 

or travel use. Each features the finest in 

typing aids—from convenient half-spac- 

ing to exclusive spring-cushioned key- 

tops. Precision-built to the highest 

standards in Europe’s largest, most mod- 

ern typewriter factory. See—test—com- 

pare an Olympia before you decide on 

any other typewriter. You Find You wears 

will find Olympia a Solid || Ossie | " peel 
investment in efficiency. | 

OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 

For More Information Circle No. 274 


180 Tue Orrice—April, 1961 








STENO PEN 


Eberhard Faber, Inc., Crestwood, 
Wilkes-Barre, Pa., introduces the Noblot 
Stenotip 85 desk pen designed for secre- 


taries and stenographers. The feminine 
pink plastic-barrelled pen, with matching 
pink eraser, is available with blue ink and 
fine point for taking dictation. Retails at 
39c. For More Information Circle No. 
161. 


ELECTRIC TAPE-SWITCH 


Gardiner Electronics Co., 2545 E. Indian 
School Road, Phoenix, Ariz., announces 
Touch Tape, a do-it-yourself electronic 
light and appliance switch. A control box 
is plugged into a wall outlet, then lamp 
or appliance is plugged into this box. The 


clear tape is applied on the wall where the 
switch is wanted and connected to control 
box. To operate switch it is necessary 
only to touch the tape with a finger at any 
point to turn it off or on. Installation re- 
quires only 15 minutes. Also available is 
a flush-mount model for new construction. 
Surface-mounted Touch-Tape can be insu- 
lated at desired points by. covering with 
Scotch tape. Retails at $58 complete with 
36 ft. of tape and silver conductive paint 
for splices. For More Information Circle 
No. 126. 
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Box 989-Y ° 


A-M 
cabinets 


The perfect cabinets for 

storing small OFFICE SUPPLIES 
This new catalog illustrates the effi- 
cient and scientific storage of small 
items. This proven system CUTS 
COSTS by saving time and space. 


Clear plastic 
drawers offer 
visual inventory @ 


175 stock mod- 
els with from 6 
to 128 drawers, 
or we can con- 
struct to your 
_ specific needs. 





A.-M 


WRITE FOR 
FREE CATALOG 
TODAY! 


AKRO-MILS CABINETS 
Akron 9, Ohio 


For More Information Circle No. 353 
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department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment. 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 

Either way, you get brand new equipment—and only what you need 
on the easiest terms. You can pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset,’ which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders Dept. A 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” ona 0 purchase DL lease basis,. 


ZONE STATE 
(If you have trade-in equipment, list descriptions, models, serial numbers) 
For More Information Circle No. 254 
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Scandix Designs, Inc., 432 
Park Ave. S., New York 16, 
N. Y., offers the Scandix 
Design Series 5 built about 
a free-standing wood and 
steel shell so that a variety 
of pedestals, side attach- 
ments and tops can be used 
without complex tools, tech- 
nical skill or wasted time. 
A built-in Levelator in each leg allows 
adjusting height without lifting desk. 
Desks are enhanced by oil finished wal- 
nut or teak combined with mirror pol- 
ished steel for beauty and strength. Pedes- 
tal case is constructed with six pairs of 
drawer runners to accept tray drawers 
with one pair of runners, box drawers with 
two pairs of runners, or file drawers on 
full suspensions in the space of two box 
drawers. All have central locking mech- 
anisms. Pedestals and side attachments 
can go on either or both sides of desk 
shell. Desk tops come in widths of 55”, 
60”, 65” and 75”. All tops interlock se- 
curely and can be attached and removed 
without tools. The flexibility of the series 
provides secretarial desks, executive units, 
conference desks, table and storage units, 
by interchanging components. For More 
Information Circle No. 209. 


LEDGER CARD DIE CUTTER 
Master Addresser Co., 6500 W. Lake 
St., Minneapolis 26, Minn., announces the 
Model D Master ledger card die cutter 
with which a salesman can quickly con- 


vert a ledger card in use in a customer’s 
file to the Master Addresser System. It 
is not necessary to set up new ledger cards 
or transfer data. The die cutter converts 
existing ledger cards to window ledger 
cards for the 28-Z Master Patch. This 
makes it possible to address statements, 
past-due notices, sales follow-ups, etc., di- 
rectly from ledger cards. Available to 
dealers on a rental basis, or it can be pur- 
chased outright. For More Information 
Circle No. 166. 


MOISTENERS 


E. W. Pike & Co., 711 Pennsylvania 
Ave., Elizabeth, N.J., has added attrac- 
tive color and styling to their line of 
moisteners. The Model 3-A is available 
in nine color combinations with porcelain 
base in black, tan beige or gray. The 


model 3-C comes in six color combina- 
tions with wrinkle-finish, cast iron base 
in black or gray. Both have interchange- 
able steel covers in bronze, satin silver or 
jet black finish and renewable 3” adjust- 
able wetting brush. Rubber feet prevent 
marring furniture. For More Information 
Circle No. 207. 
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Throw away your old ideas about printing papers 


The old idea that only a heavy paper is suitable 
for fine printing and duplicating is now out- 
moded. Olin has developed a new concept in 
papers, called Waylite. It’s a lightweight stock 
as opaque as many papers twice its weight, with 
extreme whiteness and great strength. Waylite 
is ideal for price lists, mailing pieces, product in- 


serts and sales bulletins. It can cut your postage 
in half, and reduce the bulk and weight of your 
printed material. And you can print on both 
sides of it. Ask your Olin fine paper merchant 
about Waylite offset duplicating paper, or write 
to us. Once you’ve seen Waylite, you'll be happy 
to discard your old ideas about printing papers. 


maze 
PACKAGING DIVISION wlin 


ECUSTA PAPER OPERATIONS, PISGAH FOREST, NORTH CAROLINA 


For More Information Circle No. 305 





PAPERWEIGHT 


Oxboro Heath Co., Box 7031, High- 
land Sta., Minneapolis 11, Minn., offers 
a 1-lb. paperweight of solid brass, lac- 
quered for longevity, with a spirit level 


and a 214”-sq. ruler. Decorative and use- 
ful, it comes imprinted with two or three 
initials. Specify initials. Price, $4.98. 
For More Information Circle No. 175. 


INVESTMENT REGISTER 


Recordplate Co., 130 N. Fair Oaks 
Ave., Pasadena, Calif., offers an Invest- 
ment Register that provides ready refer- 
ence to the activity of stocks owned. 
Forms are laid out so that this informa- 
tion can be listed: par value or number 
of shares; name of security; date, price 
and total number of shares bought; an- 
nual rate of income; monthly receipt of 
income; date, price and total shares sold; 
a column to record profit or loss and a 
place for remarks. New pages can be 
added in proper sequence. Sheet size is 








el meen soa Hh 





5” x 8%” with a black Mult-O-Ring bind- 
er imprinted in gold. Forms are also avail- 
able as a paper-bound 16-pp. book. For 
More Information Circle No. 173. 


MAIL POUCHES 


W. A. Plummer Mfg. Co., 13000 S. 


Broadway, Los Angeles 61, Calif., intro- 
duces a complete line of mail pouches 
from 12” x 18” x 4%” to 20” x 36” x 6”. 
Pouches have heavy leather tops and bot- 


toms, and leather handles top and bottom 
for easy carrying and emptying. Heavy- 
weight canvas is used on sides so pouches 
will withstand rough usage and years of 
service. For More Information Circle No. 
169. 


SAFETY PAPER 


Bergstrom Paper Co., Neenah, Wis., has 
added Multi-Color Bankweave to its line 
of safety papers. New techniques add a 











For More Information Circle No. 478— 





another first for AICO°! 


THE NEW 
“RIP-PROOF™ INDEX 
THAT MAKES 
ALL OTHERS 
OBSOLETE 


tabbed with DU PONT’S 


Examine the Mylar index tab. FLEX /7 
and watch it spring back to position. 
TRY 10 TEAR (7, and be surprised at 
its remarkable strength. FEEL ITS THINNESS, 
and imagine how it will reduce the bulk of 
indexed catalogs or sales manuals. This 
is the first index ever to be tabbed with 
Mylar... the AICO “Rip-Proof” Index! 





1957... Alco* INTRODUCED “RIP-PROOF” , 


MYLAR REINFORCING AND MADE 
ALL OTHER TYPES OF REINFORCEMENT 
OBSOLETE 





NOW ANOTHER AICO* FIRST! 


“RIP-PROOF’’* INDEX TAB THAT 
ILL REVOLUTIONIZE INDEXING! 





50 times stronger! The AICO “Rip-Proof” Mylar tab 
has amazing strength—more than 50 times stronger than 
any plastic tab now in use. Means years more wear! 


40% less bulk! This remarkably-thin index tab has only 
60% of the bulk of now-obsolete plastic tabs. This new 
“slim look’’ makes indexed catalogs, reports, manuals and 
presentations look neater...does away with the bulky appear 
ance they use to have. Ring books can hold more pages, too! 


Tougher beyond our measure! These tabs won't 
break or crack as plastic tabs do. Mylar is so tough we 
could not measure its cracking point! 


Be sure you say “AICO® Rip-Proof’® the next time you order indexes! 
Tear out this sheet for your information file. For samples write to the closest 
AICO plant listed below: 


AICO° G. J. AIGNER COMPANY 


426 S. Clinton Street 333 Cactus Drive Aigner index Company 
Chicago 7, tlinors Oxnard, Califorma 44-16 23rd Street 
Long Island City, New York 


No. RP-61 Printed in U.S.A 








- third manufacturing method to the wet 
and dry processes available from Berg- 
strom in Spearhead, Homespun, Straight 
Line, White Protection, Bankweave and 
other papers. Multi-Color Bankweave, in 
a proved non-directional pattern, enhances 
traditional safety paper with tints in 30 


combinations; offers additional security, 
comparable to private design, in single 
carton lots. Paper offers maximum pro- 
tection against alteration, precision sur- 
face for magnetic ink coding, and strength 
needed for high-speed check sorting. 
Chemical or mechanical attempts at al- 
teration produce a revealing white spot in 
the sensitized surface. For sample book, 
Circle No. 186. 





PORTABLE TYPEWRITER 


Imexco Trading Corp., 6 East 18th St., Elegance IN AUXILIARY SEATING 
New York 3, N. Y., distributes the Tri- c 


umph Gabriele E portable typewriter 
Every one of your customers is a poten- 


tial buyer of Clarin Reserve Seating. 144 
e[-Yorele-hcolmmerelanleliar-tlelal-me) marie Lah me20 dI-10) 
aWVAkevame- lake marcleler-lahzel-reae) olalelt-a¢-iaclemen <1 
Urethene. Fits perfectly with your cus- 
tomers’ decor. For sales meetings, plan- 
ning sessions and wherever auxiliary 
seating is needed. 


xola@medol ante) ich¢cie- Lalo m olaelintcleli-Mmlanielaat-lélelam-lelelen 
Reserve Seating, write Dept. 50RS 


For More Information Circle No. 473— Cc LA eS : rR 


CLARIN MANUFACTURING COMPANY 
4640 W. Harrison Street, Chicago 44, Illinois 





——— - ee 








which features very light touch, high 
speed and quiet operation. Manufactured 
by Triumph, well known for over half a 
century in typewriter precision engineer- 
ing, the machine has a standard keyboard 
(44 keys, 88 characters) halfspacing for 
writing above or below lines, multiple 
carbon copy capacity, three ribbon posi- 
tions, handset tabulation, fingermolded 
keytops, finest Swedish spring steel type- 
bars that will not misalign, carriage mount- 
ing on milled steel rails and double steel 
frame construction for exceptional dura- 
bility. Smart modern styling, attractive 
carrying cases and a wide selection of type- 
faces make the Gabriele E desirable at 
$109.50. For More Information Circle 
No. 204. 


TABULATING FORMS 


Clarkson Press, Inc., subsidiary of 
Graphic Controls Corp., 189 Van Rens- 
selaer St., Buffalo 10, N. Y., announces a 
method of fastening Tab-Flex forms with- 
out staples. Tiny flaps cut in the margin 
and glued from part to part hold the form 
Carbons are 


permanently yet flexibly. 
lightly glued to each part outside the perf- 


oration. This provides smoother feed- 
ing in machines, better registration and 
carbon impressions, less bulk and easier 
carbon extraction. It eliminates chances 
of bunching, wrinkling or tearing of 
forms. The cross perforations give 
more positive manual or machine bursting 
and allow uniform and even re-stacking. 
For samples, Circle No. 174. 


SHORTHAND PEN 


A. W. Faber-Castell Pencil Co., Newark 
3, N. J., announces that pink and violet 
have been added to StenoStik ballpoint 
pens for shorthand. In addition, ink cart- 
ridges in these two colors have been per- 
fumed. Other colors include blue, black, 
red and green. Pens are made with a 
long tapered grip to reduce finger fatigue, 
and designed without clip or cap to dis- 


courage their being carried about. The 
company reasons that the ballpen should 
stay on the user’s desk or alongside the 
typewriter. For More Information Circle 
No. 125. 


MICROFILM CAMERAS 


Photo Devices, Inc., 13 Canal St., 
Rochester 8, N. Y., makes 35 mm and 
70-35 mm planetary cameras with 100 ft. 
film capacities. Film is held flat in ex- 
posure plane by suction for maximum 
resolution and minimum distortion. Re- 
duction ratio for 70 mm is 4x to 15x; 35 
mm is 8x to 30x. Reduction change is 
made by a push-button and electric mo- 
tor moves camera up or down. Focusing 


is automatic for both film sizes. Six pro- 
jection floodlamps or eight slimline lamps 
for overhead illumination, and eight in- 
stant-start slimline lamps to back illumi- 
nate transparencies and tracings, are in- 
cluded. Intensity of lights is controlled 
by a variable transformer from half to 
full. Copyholder is suction operated, 
holds wrinkled and folded subjects flat 
during exposure. Electrically operated 
shutter is controlled by electronic timer 
from 1/10 to 11 seconds in tenth-seconds. 
Detachable loading magazine permits in- 
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Bostitch B8R Desk Stapler 


—this compact machine has enough power to 

staple 30 sheets of 16-lb. bond. A stapler, sta- ; i 

pling plier, tacker, and staple remover in one. Bostitch BS Desk Stapler 
—for unbeatable performance and efficient serv- 
ice. Staple is supported while being driven — 
for greater penetration. This attractive machine 
can be worked with a light finger touch — and 
is rugged enough to be pounded with your fist. 


Bostitch B8S 
Saddle Stapler 


—a low-cost machine for saddle stapling folders, 
rosters, programs, bylaws, making up dummies, 
repairing magazines. Staples up to 128 pages. 

Bostitch /2CRL Heavy Duty Stapler Do you have a job 
that’s too thick for a desk stapler? Use the Bostitch 12CRL 
to staple thick piles of papers or other materials. 

This versatile hand-operated machine can be carried to 
the work where it will answer many fastening needs. 


BOSTITCH SOLVES OFFICE FASTENING 
PROBLEMS QUICKLY, NEATLY, EASILY 


Speed, economy and professional results are Fasten it better and faster with 
yours when you use Bostitch staplers in your 


office. One call and one order take care of BOSTITCH 
all your office stapling requirements. Just 


look up “Bostitch” in your phone book. SrA ee ee ee 


See the new Bostitch color selections 304 Briggs Drive, East Greenwich, R. |. 
For More Information Circle No. 255 
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stant change from film size to film size 
and from black-and-white to color on 
both. Detachable take-up magazine with 
built-in cutoff knife permits instant re- 
moval of one exposure or 100 ft. with- 
out fogging any unexposed film. For 
More Information Circle No. 158. 


MEASURING TAPES 


Koh-I-Noor, Inc., Bloomsbury 10, N. J., 
offers measuring tapes, precision made in 


England, which come in top grade leather 
tooled cases with a precision rewind mech- 
anism. Both metallic and non - metallic 
plastic coated woven linen tapes in 50 
and 100 ft. lengths are graduated in feet, 
tenths, and half-tenths; also in feet, inches, 
and %”. Priced at $13.75 for 50 ft. 
tapes, and $21.75 for 100 ft. Refill tapes 
are $7.50 and $12 respectively. Koh-I- 
Noor tapes have a plastic coating that 
protects the finish and markings perma- 
nently against wear and scuffing. It makes 
the tape easy to 





new, exciting 
modernistic 
1961 line 

: of Europe's 
: finest quality 
portables 


e “made with loving core eescecces 
by old-world craftsmen...” 


clean with a damp 

° cloth, and renders 
eeecccccccece the woven tape re- 
sistant to creasing, 
crumpling or twist- 
ing. The off-white, 
glareproof finish 





TRIUMPH, world-renowned for over half a century for 
finest precision engineering and workmanship . . . now 
brings you the latest advance designs in a full line of 
prestige portables at truly promotional prices. 


LIGHT TOUCH .. . QUIET ACTION ... TOP SPEED are 
built into every TRIUMPH portable for incomparable 
“office machine” performance . . . truly masterpieces 


in styling, eye appeal and durability. 


3 exciting models to suit your type . . . express your 


personality... 


Dealer Inquiries Invited! 


MAIL COUPON FOR FREE FOLDER! 


makes for quicker, 
easier reading. 
Color-coded _ton- 
gues differentiate 
between metallic 
and non - metallic 





IMEXCO 


Name 
Company 
Address 


City 





IMEXCO Trading Corp., 6 E. 18 St., N.Y.C. 


Zone....State 


tapes as an effec- 
tive safeguard 
when there is dan- 
ger of contact with 
electrical circuits. 
For More Informa- 
tion Circle No. 
203. 








For More Information Circle No. 392 
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“The less help you have, 


the more you need it!” 


MACEYMATIC COLLATOR 


*“There’s nothing like a Maceymatic to speed collating 
HARRI S of reports, price lists, data sheets and so on. For in- 


SEYBOLD stance, I can collate 1000 sets of two to eight sheets 
A Division of (5 x 8” to 9 x 12”) in 30 minutes or less. Everything 
HARRIS- is stapled, too. Of course we don’t use it all the time. 
INTERTYPE Even so, the boss says it pays for itself. Takes little 
CORPORATION more space than an office desk.” 


Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
HARRIS Will the Maceymatic Collator pay for itself in my office? 
| Show me. 
INTERTYPE Name__ Title 
CORPORATION Company 
Address 


Rf hee ae 


For More Information Circle No. 
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CARTRIDGE PEN 


Eversharp Pen Co. Div., 
Parker Pen Co., Janesville, 
Wis., introduces the Big E cartridge 
pen said to have dignified feel and 
appearance. The pen has a fixed stainless 
steel point in extra fine, fine, medium and 
broad. It uses Parker-Eversharp’s large 
standard ink cartridge in black, red, gray, 
green, deep and light blue. Pen alone is 
$2.98. In a set with matching pencil, 
$4.89. For More Information Circle No. 
123. 


PAPER PUNCH 


Mutual Products Co., 110 Barber Ave., 
Worcester 6, Mass., offers the No. 450 
Paper Punch with patented Centamatic 
guides. It will punch 50 sheets of 16 Ib. 
paper at one time. Finished in gray ham- 
mertone with nickel-plated handle and 


guides, it is fully adjustable to punch one, 


’ 


two or three 4%” round holes with hard- 
ened and ground punches. The No. 450 
takes paper widths up to 14”. It is 
cushioned on protective rubber feet and 
individually boxed. For More Informa- 
tion Circle No. 153. 


SHELF TRANSFER FILES 


Record Files, Inc., Wooster, Ohio, 
makes Trans-Shelf for use as an open 
shelf file, a records transfer unit or an in- 
active file. Made of 24-gauge steel in 
legal and letter sizes and available with 
or without doors which can be added at 


194 


any time. Trans-Shelf units can be stacked 
and locked together for semiactive filing. 
Any unit can be transported covered with 
a transport lid and transferred to any 
other location. A brace is available to 
convert the doors to working space. Units 








can be reused when contents reach dis- 
posal age. Letter.size Trans-Shelf units 
are 2642” wide, 115/16” high and 121%” 
deep; legal units are 2612” wide, 11 5/16” 
high and 15%” deep; finished in gray 
baked enamel. Accessories include 3” 
base, follower block, doors, cover for 
transporting, side locking plate and door 
support. For More Information Circle 
No. 160. 


SECRETARIAL DESK PEDESTAL 


Myrtle Desk Co., High Point, N. C., 
offers a desk pedestal for dictating machine 
and storage as part of its 31-piece modular 
Linear line. Measuring 17” wide by 19” 
deep, the secretarial version has a sliding 
tray with adjustable height to accommo- 
date new or old machines. Storage area is 
fitted with six horizontal stationery com- 
partments, two envelope or miscellaneous 
compartments and adjustable, removable 
divider. Drawers are full extension with 
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ONE CAN OR ONE CAR?... Thousands of telephone calls are 


placed during a routine business day—to place orders, register complaints and 
often to clarify illegible words from a recent letter. 


It would take a giant electronic brain to compute the dollars and hours spent on 
the phone between businessmen untangling the contents of correspondence. More 
often than you would imagine, it is unclear typing and smudged erasures that 
have caused the dilemma. Clean typewriters, filled with white, bright, strong 
PLOVER BOonpD, the visibly better letterhead paper, produce letters you can be 
proud of. Erases neat as a pin. 


PLOVER Bonp will improve the appearance of your company’s letterhead—an im- 
portant part of your corporate image. Its uniform cockle finish promises sharp, 
accurate printing and brilliant color reproduction. 


Ask for, or specify, (whichever is your responsibility) PLOVER Bonp — it will help 
reduce those phone calls — except the ordering kind. 


wore I} is cisisceinniiniliens 


> 
B 0 N D ) better papers are made with cotton fiber 


For More Information Circle No. 237 
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The peacock, they te : ts color n attention. (From lady 
‘with color. But in a more busine: e wa h Ozalid Se zed Par 


system. Speed and sir aperwork. £ nate routing s. Make sure 


rs! Our bo 


ashen. A Nw 


2pt 12, Johnson City, N.Y WE REPEAT 


Colored Papers speed communication, cut overhead. 12 eye-catching stocks for dry Ozalid and semi-dry © Z a i | ee 
Ozatax machines. Remember: for best results from Ozalid Whiteprinters use Ozalid 


d Paper and Ozalid 








Supplies...we repeat; use Ozalid Paper and Ozalid Supplies OIVISION OF GENERAL ANILINE & FILM CORPORATION 


For More Information Circle No. 387 
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nylon glides. White rubber suction-cup LOOSE LEAF BINDER 

action glides are attached at base of Danish Bindematic Corp., 1500 W. Third Ave., 

brushed-silver legs. Top is oiled walnut or Columbus 12, Ohio, makes the Bindematic 
loose leaf binder that allows each user to 
select the style and type cover to fit his 
individual needs and construct a completed 





book to fit his exact specifications. The 
Bindematic is assembled from separate 
Parkwood plastic. Modular walnut pedes- components. Papers and covers may be 
tal without top is $104; with walnut top, removed at will with the flick of a finger. 
$124; with plastic top, $129. For More Bindematic has the durability of 19 strong 
Information Circle No. 137. tapered plastic rings, and a wide color 


UNIQUE VISUAL CONTROL 


MEMO FLEX* is a new visual control and scheduling board that 
is easy to use, flexible and low in cost. 

Tells you at at glance where things stand, where trouble may be 
developing. A visual picture of concise details, a constant spur 
to action. Easily kept active and accurate, it saves time and 
trouble wherever simple, effective visual control is needed. 

Every unit comes complete with all the elements for the user 
to create his own custom layout. Only $49.50 F.0.B. Plant. 





<=, ye.* 

Memo Flex DIVISION ~~ 
515 Bannock Street, Dayton 4, Ohio ~ 

National Distributor QuesTronics Division, Chicago 6, III. 


Grease pencil note on extruded * 
TRADE MARKS OF THE GARRISON MACHINE WORKS IN PAT C PEN 


clear plastic Memo Strips* 


Desired columns laid out using Column title headings made up Memo Strips* slide up and 
adhesive striping tape. using adhesive letters. down, snap in and out for easy 
arrangement. 


For More Information Circle No. 386 


Tue Orrice—April, 1961 





THE NEW REX-ROTARY D-490 is a heavy-duty, ultra-modern mimeograph. 
It is fully automatic, designed like a printing press. It produces ali the printing 
you need (mailers, catalogs, letters, etc.) — even in multi-colors — with the 
precision of a printing press. Unique concealed lighting (1, 2) illuminates all 
working parts and provides the visibility required for precision work. Easy- 
to-change, sealed ink cartridge (3) prevents inky fingers. Remarkable, exclusive 
feature: interleaver-inserter (4) collates as you print. Piano-key switch panel 
(5) gives you fingertip control. Attractive modern design; many more new 
features. 


gigi POO 


More 


News for everyone who wants to cut printing 


costs, yet not tie up capital in equipment: the 
Rex-Rotary Lease Plan. Here’s how it works. 
Lease the ultra-modern Rex-Rotary D-490* (that 
prints automatically, cleanly, professionally, 
with perfect registration) plus the revolution- 


ary Electro-Rex 3S-4* scanner (that etches per- 


Continued on facing page 


*Rental: $103 per month for 36 months for both ($27 per month for the D-490 only); then pay 
about $150 and both machines are yours, or re-lease them at a nominal $60 per year, or 
return at no charge. Units can, of course, be bought outright 


4 Ways to Save 
Printing Costs 


by Martin Rogg 


New York, N. Y. 
— If you would 
like your printing 
done at tremen- 
dous savings (and 
exactly when and 
how it suits you), 
do it yourself. 
That’s the latest 
trend in busi- 
nesses large and 
small. 


Here are four 
ways to do at- 
tractive, in-office 
printing and save. 
Surprisingly, two 
of them require 
no investment. 


lL. You can 
print sales letters, 
office forms, news 
releases —- many 
other kinds of 
literature — most 
economically with 
the remarkable 
Rex - Rotary D- 
490, the fully au- 
tomatic, heavy- 
duty, ultra - mod- 
ern duplicator 
that even collates 
as it prints. 


2. You can 
print even half- 
tones, drawings, 
lettering and any 
other graphic 
matter by adding 
the Electro - Rex 
38-4. It makes 
minutely accurate 
mimeo-stencils or 
offset plates from 
any original at 





negligible cost. 
Its features are 
unique. With it, 
and the D-490, 
you own a print- 
ing plant of your 
own! 


3. You can 
make these sub- 
stantial savings 
on all the print- 
ing you need dur- 
ing the next three 
years — without 
investing any 
capital. The new 
Electro-Rex-Ro- 
tary Lease Plan 
makes this possi- 
ble. It’s explained 
across these two 
pages. 


4. If you only 
occasionally need 
illustrations or 
other graphic 
printing, your 
dealer will pre- 
pare your Elec- 
tro - Rex stencils. 
This service is 
available from 
coast to coast and 
its cost is nomi- 
nal. The stencils 
delivered to you 
are then ready for 
printing on your 
duplicator. 


You will find 
more information 
about these out- 
standing products 
‘on this spread. 
For further  in- 
formation, call or 
write me at Rex- 
Rotary Distribut- 
ing Corporation, 
387 Park Avenue 
South, New York 
City. Telephone: 
MU 4-5405. 


THE NEW ELECTRO-REX 3S-4 makes perfect stencils or offset plates for 
your duplicator, automatically. You simply insert (1) halftones, line drawings, 
type proofs, lettering — then, as the drum rotates, every detail is etched elec- 
tronically (2). The stencil is instantly ready for duplicating. Greatly increased speed 
shortens production time—with no loss of precision. Lighted indicator (3) pinpoints 
start and end of scanning, eliminates waste. Vacuum and filtering device (4) cleans 
machine, eliminates odors. Exclusive variable scanner (5) assures excellent 
reproduction of any screen halftone~without moiré effects. Let us demonstrate 
these and many other new features. 


for lease 


Contin ym faci ng page 


fect ‘aeeesite and offset plates electronically) . 


For three years, turn out all the printing you 
need — easily, simply and at great savings,‘ 
while your capital keeps working. (Often there 
are tax benefits, too.) Then decide: re-lease, 
REX -ROTARY 


own, or return. 


Make sense? 


tFor demonstration by your nearest dealer, call or write: 


REX-ROTARY DISTRIBUTING CORPORATION 
387 Park Avenue South, New York 16, New: York — Telephone: MUrray Hill 4-5405. 


For More Information Circle No. 412 





Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section __Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2k” to 82”. Up to 6” 
and prongs in place capacity. 


Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 242 











choice of sturdy anodized aluminum back- 
bones. It is lightweight and saves money 
in mailing. Its slim design allows sales- 
men’s cases to hold more and requires less 
space in files or on shelves. Anodized 
aluminum backbone can withstand rough 
handling. Tapered rings will not lose their 
form even in high temperatures. Papers 
will not snag or tear on the rings and 
reinforcements are unnecessary. For con- 
tinual heavy use, Bindematic is available 
with a sturdy impact stop. For More In- 
formation Circle No. 128. 


ELECTRIC STAPLER 


Staplex Co., 777 Fifth Ave., Brooklyn 
32, N. Y., introduces a small automatic 
electric secretarial stapling machine. It 
rests on four rubber suction feet which 
grip the desk for quiet, smooth, operation, 
and staples instantly at the touch of any 
paper, without requiring both hands. Pop- 
out loading at the touch of a button at 
the rear of machine allows dropping 
staples onto the track without removing 


housing or lifting back of machine. Cali- 
brated guide at side permits accurate, vis- 
sible depth adjustment up to 414” and, by 
turning a knob, machine can be set to any 
desired position. It is portable and plugs 
into any AC outlet. Using standard 4” 
staples, it weighs 7 lbs. and is 834” deep, 
‘4” wide and 8” high. For More Informa- 
tion Circle No. 132. 





ORGOR WWO SIDED CLEANER SHEETS 
REDUCE WASH-UP TIME 


CAN BE USED ON 
BOTH SIDES 


HIGH WET STRENGTH 


RESISTS. TEARING. 
ON PRESS 


ROLL-0-GRAPHIC CORP. {*”° 


1 cit 


133 PRINCE ST. NEW YORK 12, N.Y. + 


NAME 
COMPANY 
A 


ODRESS 


AVAILABLE IN THE FOLLOWING SI 


1250 

1250W 

2066 S.D. 

2066 L.D. 

Oavidson 221-241, 251 
Oavidson 233 


ATF 15 

A B DICK 360 
A B DICK 350 
Miehle 17 
Photostat 1115 
Photostat 1116 


AVAILABLE FOR SLOTTED, PINBAR, OR 


STRAIGHT EDGE CLAMPS 


Gentlemen, 


please send name of local Rolcor dealer 














For More Information Circle No. 393 
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NOW YOU CAN ADDRESS 


MONTHLY STATEMENTS 
IN 1/3 THE TIME 


PRINTS FROM THIS 








attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 


SAVES YOU TIME! Reduces statement 


a in the average office up to 


PREVENTS ERRORS! Eliminates wrong 
resses, transpositions of characters, 
aeeaine etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 


shipping labels, bills of lading and other | 
ledger 


office forms... all from your 


card file. 


AS EASY AS “i, 2, 3” 

e Just type the name and address ONCE on the 
PRESS-ON MASTER PATCH. They're easily pre 
pared in an ordinary typewriter... no 
equipment required. 

e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly... to 
existing records of any size or shape... no need 
to change your present accounting system. 


special 


e Address statements, month after month from your 
ledger card . . . Automatically! 
PRINT WITH THE | MACHINE COMPLETE $70- 00 
MODEL 60 WITH SUPPLIES Plus Fed. 
Master Addresser | FOR 500 ACCOUNTS Exe. Tax 


MASTER ADDRESSER COMPANY > 


Minneapolis 26, Minn. | 


6500-0 West Lake St. « 
For More Information Circle No. 354 
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PLAN FILING SYSTEM 


Hamilton Mfg. Co., Two Rivers, Wis., 
announces the Moducor system for filing 
rolled tracings, prints and other rolled 
materials. The system consists of four, 
six and eight tubes of 4”, 258” and 1%” 
diameters. Standard width permits stack- 
ing any size units for varying require- 
ments. Tubes are paper laminate, foil 
wrapped, with steel ends for strength and 
are moisture, dust and smoke resistant. 
Tubes are anchored in a sturdy metal 
frame to prevent accidental tube removal 
while permitting easy insertion of a new 
tube without tools or adhesives. Hinged 


door is held in open or closed position by 
spring tension without latches or catches. 
All units are reversible so that doors may 
swing up or down. Upward opening is 
more practical at or above eye level. 
Downward opening gives full tube acces- 
sibility below eye level. A simple inter- 
locking clip assures safe, stable stacking to 
any practical height, and lateral and ver- 
tical stability. All units are 1834” wide 
in lengths varying in 6” increments from 
24” to 60”. Unit heights vary according 
to tube diameter: four tubes, 5%”; six 
tubes, 3%”; eight tubes, 31/16”. For 
More Information Circle No. 172. 


MACHINE PAD 


Evans Specialty Co., Inc., Box 8128, 
Richmond 23, Va., announces addition of 
Sorba-Sound typewriter and business ma- 
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The seat of this chair is molded of virtually indestructible poly- 


ethylene. It offers extreme resistance to warping, chipping, or break- 
ing. It is impervious to greases, bleaches, medicine, freezing tempera- 
tures, boiling water, and oh glory—chewing gum will not stick to it— 
nor clothes in sticky weather. High-fashion fadeless celadon green, 
tangerine, sand, or antique white are fused all the way through. 
Rugged tubular steel frame, chrome or BRONZTONE, form fitting grill 
back welded for durability. Stainless steel rubber-cushioned or plastic 


feet. Only nine pounds, this chair is at home wherever long life and 


low maintenance are required. 
How low? Soap and water— 


once over lightly. ss , 
/ litt modern metal institutional furniture 
Write for free catalog and specificatior 434 South First Street * St. Charles, Illinois 
For More Information Circle No. 290 
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TO EVERY QUALIFIED BUSINESS MACHINE SALESMAN... 
A SPECIAL MESSAGE OF IMMEDIATE IMPORTANCE 


ORER patibl ie cutee eit ae aon 

EXPL com e mae g even more 
to solidify our position of leadership. But of more 
importance to you is the fact that an even greater 
percentage of today’s dictation machine purchasers 
who take the time to compare are buying Stenocord! 
The result—ever-increasing leads and sales—has 


created an immediate and overwhelming need for 
capable Stenocord salesmen throughout the nation 





1 wish to personally assure you that if your sales 
experience properly qualifies 


u,a te position 
is waiting for you today in almost any one 
national sales offices. 


if Bip are interested in worki 


achievem in what | promise to 
be an atmosphere of rare achievement, contact me 

personally, at either of the addresses below, stating 
your experience, locale and monetary requirements. 


Your reply will of course be held in strictest confidence 


x 0 
frm rye 
Lennart Appelqvist _ 


Stenocord of America, Inc 
37-20 48th Ave. 


Pacific Instruments Corp 
940 N. Fairfax Ave 
Long Island City 1, N. Y 


Los Angeles 46, Calif. 


Watch for the new EXPLORER portable—coming soon! 


For More information Circle No. 241 
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chine cushions to its line of office aids. 
The cushion is manufactured from sponge 
rubber and features hard rubber air cham- 
ber pedestals at each corner. It minimizes 


noise, shock and vibration, and prevents 
machines from creeping or _ shifting. 
Available in sizes for all popular makes of 
manual and electric typewriters and office 
machines. Air chamber pedestals may be 
purchased individually for use under heavy 
floor machines. For More Information, 
Circle No. 151. 


CONTROL BOARD 


Game-time, Inc., Litchfield, Mich., 
makes the In-Sight-Trol visual-graphic 
schedule board in sizes to accommodate 
the largest industrial program, and stand- 
ard sizes small enough for small opera- 
tions. The all-aluminum board provides 
flexible visual control for the flow of data. 
In-Sight-Trol boards have lightweight, non- 


au .. 








tarnishing aluminum frames and double 
aluminum tracks into which snap pre- | 
printed or typed cards and transparent plas- 
tic overlays. Spaces are 1%” wide by 
11/16” high. Standard boards come in 
widths from 37” (25 columns) to 60” (42 
columns) and heights from 14%” (15 col- | 
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when it’s 


TIME FOR 
CHANGE ( 


ilele =a) 


compact i I mn) 
MP Jr. coin Changers 


Speed Customer Service... 


make every teller more efficient. Compact 
MP coin changers keep transaction areas 
neat—change close at hand. Precision made 
to operate smoothly. MP changers respond 
to fingertip pressure —fast! You'll be 
amazed by the improvement in customer 
relations when you install MP. 


Only MP Coin Changers... 


combine top quality features and low cost 
in the nation’s value leading, semi-auto- 
matic machine. 

@ All mechanisms fully enclosed 

@ $125 capacity—pennies thru half-dollars 
@ Removable top tray and inner storage box 
@ Lightweight construction 

@ Smart hammertone finish, decoratorcolors 


Parts and workmanship fully guaranteed. 

Only $69. See the complete line of MP 
Coin Changers at your dealer or 
write for full information today! 


METAL PRODUCTS ENGINEERING, INC. 
4000 Long Beach Avenue + Los Angeles 58, California 
For More Information Circle No. 394 





*eIT FOLDS 

eit SCORES 

*iT CAN SLIT 
PERFORATE 


WITH or WITHOUT 
FOLDING 


For More Information Circle No. 395 
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tions. 
| wear resistant, never needs waxing. Water 
| or standard solvents completely remove 
| all stains. 
| and doors are marketed in stock and cus- 


umns) to 55%” (60 columns). Several 
standard boards can be used together for 
a data display area 5-ft. high and 12-ft. 
wide. Game-time also manufactures 
boards in any size up to 104 columns wide 
by 100 columns high, with enough cards to 
set up a complete visual data flow sys- 
tem. Cards preprinted with month, day, 
numerals and other headings, are coded in 
five colors. Blank cards are furnished for 
typing in perforated 14” x 23” sheets. The 
In-Sight-Trol board is easy to install, hangs 
on wall brackets by positive, locking hooks. 
It can be easily moved from room to room 
for conferences or board meetings. For 
iviore Information Circle No. 220. 


PLASTIC-PLYWOOD PANELING 


United States Plywood Corp., 55 West 
44th St., New York 36, N. Y., announces 
a line of decorative plywood wall panel- 
ing and doors with a clear, permanent 
plastic film bonded to the wood to reduce 


maintenance of wall and furniture installa- 
Weldwood Permgard is stain and 


Weldwood Permgard panels 
tom sizes. In addition, the company fore- 


sees use of the paneling in the furniture 
field. For More Information Circle No 


|: 162. 
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Columbia Business 
| Writing Supplies 
Brand Name Selector 


RIBBONS 
Classic Pinnacle 
Commander Rainbow 
Marathon Silk Gauze 


CARBON RIBBONS 
Columbia M-50 
Columbia PF-75 


CARBON PAPER 
Accountant Special 
Classic Pinnacle 
Commander Plastisol 
Marathon Rainbow 
Silk Gauze 


DUPLICATING SUPPLIES 
Colitho Offset 
Ready-Master Spirit 











How Machines Read This New Language 


rs t 


}7RAAQy 
Ll, 3m Coc oH! In the field of banking, for example, 


modern electronic business equipment reads a special 
language of its own to sort, list and post checks auto- 
matically. The ability of the equipment to recognize 
these symbols depends upon the quality and strength 
of a unique magnetic ink used to form the image. 
Columbia—long a leader in research and development 
of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
magnetic inks. This scientific breakthrough is even 
more significant because it is the first in a field whose 
boundaries are yet unmeasured . . . a field in which 
Columbia is most capably equipped to pioneer. 


Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC,, DUARTE, CALIF, 


For More Information Circle No. 246 
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| CHAIRS 
|, vob F | Royal Metal Mfg. Co., 1 Park Ave., 
=@ eeu | New York 16, N. Y., offers a line of 
a | chairs, executive in appearance yet utili- 


tarian, designed for everyday use. Seats 


ee 


om - 
A Completely New Concept of Erasing 
Time Savings, Speed, Perfection 


SUPER CONVENIENT 
JET ERASERS 


SHAPE: Almost like a ball point pen. 
STYLE: Smart, polyethylene holders 
with pocket clip or with whisk brush 
for typists. 

SIZE: Luxury rubber cores, over 4!/2" 
long! 

SPEED: The smoothest, fastest, finest 
erasing ever originated to gratify 
your clerical workers, save work- 
ing time and assure cleanest ‘'cor- 
recting"™. 

Exceptional rubber textures for erasing 
typewriting, business machine writing, 





pencil, pen, ball point, India Ink. 


Inexpensive refills in all textures 
The NO. 800 JET TRIO EXECUTIVE DESK SET 


Unusual and attractive Jet Eraser Set. Contains one 
each Nos, 825, 827 and 838 Jet Erasers, with refill for 
each, In attractive, convenient size, transparent poly- 
ethylene case. An excellent year-round gift! 

Ask Your Stationer Today , 

for Weldon Roberts 

Quality Jet Erasers 

or write us for 

lis srature 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World’s Foremost 
Eraser Specialists 


JET TRIO 
DESK SET 


Finest Quality for the Finest Erasing 


Correct Mistakes in Any Language 
For More Information Circle No, 396 
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and backs are moulded foam rubber with 
a large selection of upholstery fabric col- 
ors and textures. Casters on executive 
and secretarial chairs are fully hooded. 
Side and arm chairs complete the line. 
For More Information Circle No. 129. 


UPHOLSTERY FABRICS 


General Tire & Rubber Co. Textileather 
Div., Toledo 3, Ohio, has added two vinyl 


as Bc Sighs %% 
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Pte 
Pays to have a low-cost Verifax Copier right in your office or department 


Toughest copying challenge...accepted! 


ce 


Bring on those copying “‘toughies”—ballpoint or crayon writing, purplish 
duplicator copies, rubber-stamped items. A Kodak Verifax Copier gives 

you 5 easy-to-read, complete copies of any office record in 1 minute for just 
2'4¢ each. These copies—on white or color-coded bond-type paper—are dry, 
ready for instant use. And they’ll last a lifetime . .. won’t fade or darken. 





Call local Verifax dealer listed in Yellow Pages 
under Duplicating or Photocopying Machines. | VERIFAX BANTAM COPIER 
Or write Eastman Kodak Company, Business Model A $ 50 
Photo Methods Division, Rochester 4, N.Y., for ONLY 99° , 
free booklet on all Verifax Copier models. f 
Prices quoted are manufacturer's suggested prices and subject Other models to $425 


to change without notice. 
* ® a 
erifax DOES MORE... COSTS LESS... 
SS MISSES NOTHING 


For More Information Circle No. 271 
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demonstrated: versatility, reliability and performance. That’s what “addo-x” offers 
in adding machines, automatic multipliers, printing calculators, shuttle carriage, book- 
keeping and special purpose machines. We'll demonstrate to you too, that “addo-x” has 
the machine to suit both your budget and your requirements—no obligation to you, of 
course. See your dealer or write: “addo-x inc”, 300 Park Ave, NY 22, N Y—Pl 5-5420 


[—pronounced: add-oh-ex—] 


For More Information Circle No. 247 
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fabrics to its upholstery line for office 
furniture. Bolta Vinelle and Botaflex 
Breathables offer styling, comfort and col- 
or coordination; can be used together or 
separately for a decorative effect. Bolta 
Vinelle comes in three patterns in a full 
color line. Boltaflex Breathable has two 
patterns. Bolta Vinelle has a glove-like 
softness. The “breathing effect” of Bolta- 
flex Breathables comes from thousands of 
microscopic pores. For More Information 
Circle No. 155. 


STOCK 
CORRE- 
SPONDENCE 
FORMS 


Fairfax Business 
Forms, Kansas & 
Huyler Sts., Hack- 
ensack, N. J., in- 
troduces a_ series 
of stock  corres- 
pondence forms, 
lithographed in 
two colors, to ex- 
pedite the flow of 
informal 
pondence. For one- 
way messages, the 
two-part Minute 
Memo gives sender 
and recipient each 
a copy to eliminate 
verbal orders and 
misunderstandings. 
Three - part Speed 
Messages and 
larger Speed Let- 
ters provide space 
for both a question 
and answer on one 
form, fit a No. 10 
window envelope. 
All of these forms 
are interleaved with 


corres- 


Multiple — Desk Rotary 


emoved when 
can be hand- 


one-time carbc’ 
message is comp 
written or typew rt formal type- 
written correspondence Fairfax makes 
Quik-Rite manifold carbon copy sets. 
Shuffling of carbons and loose sheets is 
eliminated by disposable carbon attached 
to second sheets. Typist never touches 
carbon, insuring neat letters, and the one- 
time carbon produces uniformly neat 
copies each time. For samples and prices, 
Circle No. 171. 


Single Pedestal 
Rotor-File Desk 


NEW PROFITS 
with WASSELL WORK 
ORGANIZERS 


° Wassell revolving files bring the 

work to the clerk: 

¢ Turn walking hours into 
working hours 

* Save up to 50% of filing time 

¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 

Work Organizer revolving files save 

up to 40% in floor space. Send 

for your free literature on Work 

Organizers for the Sixties, 


Be ee 


‘ P ER ™~ 
WASSELL ORGANIZATION INC. 


DEPT, 0-4, WESTPORT, CONNECTICUT 


For More Information Circle No. 308 
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GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 


How to Run a Systems 
Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $250 complete. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


For More Information Circle No. 357 
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| Conn., 


COMPRESSION SHREDDER 


Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, announces the 
Model 16-B compression shredder which 
accepts boxes, cups and crumpled mate- 
rials. An _ all-steel compression roller 
in the feed system automatically flattens 
bulky materials for introduction to the 
shredding knives. Furnished complete wiih 








conveyor feed, machine has a capacity of 


1500 Ibs. per hour of crumpled paper and 
light cartons. Width of feed opening is 
15%”. Can be set to shred widths of %”, 
Y%4” or ¥%”. Power is supplied by a 3-hp, 
three-phase reversible motor for 220/440 
volt operation. Machine may be used for 
in-process shredding, automatic waste re- 
moval, destroying large volumes of con- 
fidential but obsolete records, and pro- 
ducing shredded packing excelsior from 
wastepaper. For More Information Circle 
No. 187. 


SLIDE RULE & PENCIL 


Alvin & Co., Palisado Ave., Windsor, 
offers the Jeff-Ette combination 
slide rule and mechanical drawing pencil. 
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DIEBOLD POWER SHELF FILES 
REDUCE FILING SPACE 
REQUIREMENTS 507 ! 


YOU SAVE space, time and money with DIEBOLD 
POWER SHELF FILES! 


Today’s high costs per square foot of office 
space dramatize the need for making most 
productive use of floor space you have. That’s 
exactly what you can do with Diebold Power 
Shelf Filing. With a Diebold Power Shelf File, 
you can file the contents of seven 4-drawer files 
in 50% less floor space .. . can significantly 
boost filing efficiency at the same time, thanks 
to push-button operation! 


Each shelf in the Power 
Shelf File has push- 
button control; a touch 
of the button brings 
required records to 
reference level swiftly, 
silently, electrically! 





No bottom shelf to 
stoop for . . . no top 
shelf to stretch and 
strain for! Every shelf 
is brought to ideal 
working height! 








You use the vertical 
dimension of your office 
Space with Diebold 
Power Shelf File 

you use all the space 
you're paying for and 
use it more efficiently! 


r 
Diebold, Incorporated, Canton 2, Ohio Dept. B-124 
Gentlemen: Please send me your illustrated catalog on Diebold 

Power Shelf Filing, without obligation. 


Pan ecinasincacn 


INCORPORATED] ...- 
CANTON 7 OHIO Address 








IN CANADA: DIEBOLD OF CANADA, LTD., TORONTO 
For More Information Circle No. 256 
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New Heyer Conqueror Paper Folder..¢. 


lets you do two things at once ! 


Don’t confuse this with any folding machine you’ve 
ever seen, because this one is different ... it runs itself! 
At the touch of a lever, the new Heyer Conqueror 
Paper Folder automatically feeds, folds, counts and stacks 
110 sheets a minute and stops when the last sheet is fed. 


You can leave this fine production machine unattended 
while it automatically folds printed pieces as they 
come from your duplicator or offset press! 


Now you can fold letters, invoices, statements, even 
multiples of 6 or 8 sheets stapled together, quickly, & 
effortlessly. A hand-operated model is available 

for shorter, occasional runs. \\ 


No question about it... this machine will 
quickly pay for itself! 


STYLED BY REINECKE @ ASSOCIATES 


Turn a dial... Adjustable 
HEYER standard feiés ... for non-skip feeding feed wheels... 


invoices, state- of thin, medium, grasp paper at outer 
INCORPORATED ments, advertising coarse, glossy of a edges—do ‘not 
literature, even heavy papers, 3x 5 smudge printed 
stapled sheets to 9 x 17” in size. area 

1821-D South Kostner Avenue 


Chicago, IIinois 





PUTT » 
i 


Send for 


Information Two quick-set Counts a perfect stack .... 
About one week fold controls . . as it folds . .. conveyor belt deposits 

. at top of machine, highly visible re-set folded sheets in neat stack 
FREE trial adjacent to perma- counter shows accu- in adjustable receiver. 
nent instructions rately how many sheets Turns off automatically 
and fold diagrams. have been folded. when last sheet is fed. 




















See us at Booth 3-R, Office Equipment Manufacturers Exhibit, April 17-21, New York Coliseum 


For More Information Circle No. 257 
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Slide rule has A, B, C and D scales on 
face. Sides incorporate a 4” scale divided 
into 32nds and a 10 cm millimeter rule. 
Slide rule’s small cursor unit has spring 
tension and fine hairline. The pencil is 
6” long, 7/16” wide and %” thick; has 
spring pocket clip. In leatherette sheath, 
individually boxed, $3.95. For More In- 
formation Circle No. 206. 


MECHANICAL PHOTO NEGATIVE 


Polychrome Corp., 2 Ashburton Ave., 


Yonkers 2, N. Y., 


AIR DEODORIZER 


Airkem Inc., 241 East 44th St., New 
York 17, N. Y., introduces the Cavalier 
II dispenser for Solidaire odor counterac- 
tant available in three scientifically bal- 
anced formulations. It treats up to 93 
cu. ft. of air per minute and is designed 
for commercial applications. The new unit 
eliminates odors of tobacco smoke, occu- 
pancy, food, liquor, fresh paint, and other 
objectionable smells by dispersing Airkem 
Solidaire vapor. One unit will treat up to 





announces the Pol- 
ychrome Mechan- 
ical Negative which 
can be typewritten 
or drawn on, just 
as is a duplicating 
stencil, then  ex- 
posed to photo- 
graphic film or pa- 
per in contact 
frame or enlarger. 
The ne gative is 
translucent enough 
for tracing and 
opaque enough to 
shield out  ultra- 
violet light in non- 
image areas. Copy 
can be corrected 
on it by applying 
No. 201 green cor- 
rection fluid. Con- 
tinuous tone or 
halftone photo neg- 
tives can be 
stripped in. The 
mechanical nega- 
tive offers an in- 
expensive method 
of adding titles or 
other copy to pho- 
tographic prints, 
eliminating the 
need to set type, 
paste-up, photo- 
graph, etc., to 
make a film nega- 
tive. For More 
Information Circle 
No. 205. 
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force COLUMBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 


& CO., Incorporated 
a2 216 Nichols Ave 
Brooklyn 8, N.Y 


For More Information Circle No. 398 





automation comes to 
tape-winding 


A better method — 
a better machine 
for automatically 
winding perforated, 
communications, 
computing or ac- 
counting tape. 


The Cycle Univer- 
sal Tape Minder is 
made to satisfy all 
the demands of 
modern tape handl- 
ing techniques. 
Write for descrip- 
tive literature, form 
#00-4. 


DEALER 
INQUIRIES 
INVITED 


17480 Shelburne Way - Los Gatos, Calif. 
For More Information Circle No. 355 


CYCLE EQUIPMENT COMPANY Quy 
di 


Now YOU CAN REPLACE 
YOUR WORN 
THERMOFAX ten 


BELT $ 


for just 


NEW Kleerfax BELT 
Made Exclusively For 
The Thermofax Machine 
COSTS MUCH LESS...PER- 
FORMS AS WELL AS ANY 
BELT NOW ON THE MARKET 


... AND FULLY GUARANTEED 
Shipped 12 to a box. 
Available through your local 
Dealer or write direct to: 


3 & wr CORP. 
Dept. 1, 2147 Jericho Turnpike, 
New Hyde Park, N.Y. 


Dealer Inquiries Invited 


For More Information Circle No. 356 
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| ing noises. 


| dropped into evaporation chamber. 


1000 sq. ft. A two-speed shaded pole mo- 
tor, 6” diameter aluminum fan and a 
polypropylene magazine holding four bars 
of Solidaire come in a 12%” wide, 10” 
high, 5%” deep polystyrene cabinet. 
Weighing only 6 lbs., it can be moved 


from one area to another. Fan can be 
operated at 670 or 1750 rpm to move 35 
cfm to 93 cfm with no drafts or operat- 
Load-level indicator shows red 
in face panel when last bar of Solidaire has 
The 


Cavalier II is $29. For More Informa- 


| tion Circle No. 133. 


FILM TRACING LEADS 
Joseph Dixon Crucible Co., 167 Wayne 


| St., Jersey City 3, N. J., announces F. T. 
| R. (film tracing reproduction) lead refills 


for use with lead holders. F. T. R. trac- 
ing pencils and refills are designed for trac- 


3 Mem 


SS ES 


ings on polyester-based film and suited 
for work on cloth and vellum, giving good 
density for clean microfilm. reproduction, 
and erasing without matte damage. Pack- 
aged in a transparent tube with a hang-up 
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ROUT ST Cnr 


LTIMORE, MD. 


32,50 
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no carbon/required , i | = 
: 32.45 
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13,00 
4250 
2550 | 
16\25 
43\80 
27\75 
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THE EQUITABLE TRUST COMPANY FD — ar, TOTAL——+ | 305,30 
BALTIMORE. MD. pouians FSR BERGE To Tha CRED oF 
CHECKING ACCOUNT 
Date_Apau S, 1960. LAYNE, INC. 
DEPOSITED TO THE CREDIT OF FR pay amar 
MORE, MD. 
Weesinns Jack Son a 4 ‘ ORIGINAL 

___ 600 Noern Howaro 

_ Basrmtone , to. 


[account wanes 
7~(83B6-S 


10, 


“Thank you for banking with ax” 











“NCR PAPER saves its entire cost yearly 


through savings of time and effort.” 
—THE EQUITABLE TRUST COMPANY, Baltimore, Md. 


“NCR Paper (No Carbon Required) enables us to provide our customers with 
deposit forms that are much cleaner and easier to use. We no longer have any 
complaints of smudged or smeared forms, which was often the case when we 
provided forms with carbons. 

‘Moreover, we get better cooperation from our customers in the use of pre- 
numbered deposit forms printed on NCR Paper. Customers seem more willing to 
carry the forms because they know the forms will not smudge or smear. The in- 
creased use of these deposit forms has enabled us to provide faster and more 
efficient service for our depositors. 

‘We estimate that the many advantages of NCR Paper save us its entire cost 


every year through time 
saved and increased record- C.M Feed hut 


° ae 9s Vice President 
keeping efficiency. The Squiubile: Tred Compony NCR PAPER 
ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMINATES 


Another Product of 


THE NATIONAL CASH REGISTER COMPANY, bovton 9, ono = CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 
For More Information Circle No. 272 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptunth 


ed 1 


A real production model—han- 
dies big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. Chip 
disposal. Adjustable back gage 
and 4 stops. Price includes one 
hollow drill. 12 standard size 
drilis from % to %”—$3.90 each. 
Slitting attachment $7.50; slot- 
ting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 359 
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cap, refills come in six degrees of density 
from F. T. R. 11 to 66. Degree designa- 
tion is marked on each container. For a 
free sample kit containing each lead de- 
gree and illustrated brochure of testing 
procedures, write on company letterhead 
to Drafting Research Dept. at above ad- 


| dress. 


WIDE RIBBON INKING MACHINE 
Haida Engineering Co., 34-11 Vernon 


| Blvd., Long Island City 6, N. Y., makes 
the Micrometric Ribbon Inking Machine 


which perfectly inks the full 14” width of 


nylon ribbons used by computer output 
printers. The ribbons are inked at 1400 
yds. per hour. For More Information 
Circle No. 134. 


PORTABLE EXHIBIT 


Design & Production, Inc., 826 Slaters 
Lane, Alexandria, Va., offers a one-piece 
Display-Maker ready-to-use exhibit with 
kit of display fasteners, pegs, cut-out let- 
ters and instruction manual. Exhibit folds 
to fit aluminum suitcase; can be shipped, 
carried or easily stored. Legs are remov- 
able to make tabletop or window display. 
Four pegboard panels 28” x 40” are lac- 
quered on both sides in white, black, red 
and yellow for displaying photos, maps, 
booklets, ads, products, etc. Including re- 
movable titleboards at top, Display-Mak- 
er DG-60 provides 35 sq. ft. of exhibit 
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SETS UP AUTOMATICALLY 
"oe" 
FOR IMMEDIATE USE 


The UNIQUE 


PAIGE MIRACLE BOX 


cuts record retention costs 
75% in equipment—300% in space! 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it is the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durability. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 
hand-holds; even when full, can easily be carried 
by a girl. 


Our brochure explains how the use of 
the unique PAIGE MIRACLE BOX has 
developed a new system of retaining 
records . . . how leading companies 
get maximum use of available space, 
highest efficiency in operations, greatest 
convenience for personnel. We’ll be glad 
to send you a copy. 


The PAIGE 
Oredeee orape ny 


AAAT K 
VAVUISO 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 
Send your new, illustrated Miracle Box brochure. 
NAME 

COMPANY 

STREET 


For More Information Circle No. 258 
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Printed Patapar Translucent office forms 
will add even more readability, speed, con- 
venience and ease to your daily com- 
munications. The carefully prepared surface 
of this Translucent Parchment is ideally 
suited for the sharp and precise printing 
necessary in form make-up. This same 
quality eliminates feathering, regardless of 
the type of pencils, pens or typewriters 
used to fill in the forms. If you use Ozalid 
or Bruning (diazo type) copy machines, 
please request samples of PATAPAR on 
your company letterhead. 


tapar. 
TRANSLUCENT PARCHMENT 


e Type or write on any kind of paper. 
Then feed it through a direct copy machine. 
Do the same thing with a sheet of Patapar 
Translucent Parchment. 


Compare the copies. Copies made from the 
Patapar Translucent Parchment will be 
sharper every time! 


Ozalid, Bruning and similar diazo type 
copy machines work best when they don’t 
have to work against the master sheet. 
Patapar Translucent is a unique material 
which doesn’t present a diffusing barrier to 
the ultra violet light from these machines. 
It transmits the light from the high-pressure 
mercury vapor lamp in straight lines to the 
copy paper. It doesn’t diffuse it . . . bend 
it... reflect it. You get copies with crisp, 
sharp lines. Exactly as sharp as the lines 
on the Patapar master sheet. 








PATERSON 
PARCHMENT 
PAPER COMPANY 


BRISTOL, PENNSYLVANIA 


Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
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area; 70 sq. ft. if both sides are used for 
walk-around display. Includes two alu- 


minum  swivel-lights with flood bulbs, 
three-way outlet box with long cord, in 


lightweight aluminum case, weighs 100 
lbs., costs $225. For More Information 
Circle No. 170. 


EQUIPMENT NAMEPLATES 


Metalcraft, Inc., Mason City, Iowa, 
offers nameplates, data plates, instruction 
plates and property control tags produced 
from .016” anodized aluminum in more 
than 90 die-stamped sizes. Called Auto- 
graphs, they feature a solvent-activated 
adhesive backing; can be mounted quickly, 
easily and permanently on any clean sur- 
face including crackle finish. Nameplates 
are packaged in handy “work-out-of” car- 
tons. Copy is lithographed in color and 
protected by clear baked lacquer overcoat 
ing. Serial or model numbers, when de- 
sired, are indented into the metal and filled 








aa THE 
| FIVE FEET OF 
| SHELF SPACE 


Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 


U. S. Govt. 
STURDY & DURABLE 


Choice selected 144” hardwood. 
Sloping shelves angled for title 
reading, doweled and bolted to 
assure durability. Side-riveted 
swivel casters by Bassick with 
resilient rubber tires. Rolls 
smoothly with a full load. 
Walnut Finish or 
Natural Wood Finish 


32” long, 13” deep, 
31” high. 
14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 





$4950 


A Subsidiary of Grolier 
Incorporated, Publishers of 
The Book of Knowledge and 

Encyclopedia Americana. 


ATTENTION | 
| 


It’s here—a mobile office 
unit—New, Functional. 
oooltrolls ooo 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 





For More Information Circle No. 360 
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Beware ’ 

|, Ae 9 
competitor 
li) OM), 7/ 
SIM PIAS: 


a 


i 


A competitor who, because he knows his costs 
... keeps his inventory at a minimum to free 
working capital for other uses... has up-to-the- 
minute information on production and other op- 
erations...enters and acknowledges customer 





'with a black lacquer for maximum legi- 
| bility. For samples and literature, Circle 
No. 124. 


| OFFSET PLATE VACUUM FRAMES 


| NuArc Co., 4110 W. Grand Ave., Chi- 
| cago 51, Ill., announces two vacuum frame 

» | units for offset platemakers requiring a 
== |frame only, one with metal floor stand, 


orders swiftly... has modern, fast, accurate pa- | 


perwork procedures, can really make things 
tough. @ If you suspect that your firm’s com- 
petitive position could be improved by overhaul- 
ing the procedures in any of its operations, call 


in your Standard Register salesman. He can help | 
you get more competitive fast, because he’s | 
schooled and skilled in devising efficient paper- | 
work systems and designing forms which get the | 


most from them. @ Pick a system, ask him to 
give you his improvement ideas and make your 
competitors beware of you. 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
PAPERWORK SIMPLIFICATION 


For More Information Circle No. 364 
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|the other a tabletop frame with no stand. 
| Frames are of metal construction with a 
| live rubber blanket. Floor model has con- 
trol panel on side with vacuum gauge, 
| switch and bleed valve. Units can be pur- 
chased with or without vacuum pump. 
Model VF4IF, 30” x 40” floor model 
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Star performers 
in any office! 
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OXFORD BINDAFILE 


The totally new storage file with a built-in 
binder. A filing drawer with flexible post for 
quick stacking of papers, easy transfer of 
punched forms. Eliminates the need for shelv- 
* ing... drawers fit into shells and shells stack 
“, into banks. For current records as well as 
storage . . . comes in 14 most-used sizes. 


OXFORD PENDAFLEX® 


The closest thing to a “filing machine” for 
filing efficiency. Cuts costs in any office . . 

puts the accent on B/G savings in larger 
installations. Finger-tip control of all file 
folders plus exclusive “Keyboard” selection 
increases filing speed, steps up filing accuracy. 


All-Star Supporting Cast! 


Folders © Cards © Card Guides ¢ File Guides 
Labels ¢ Red Fiber Expanding Products 
Expansion Files ¢ Brief Covers 


Oxford Filing Supply Co., Inc. 
Garden City, N.Y. 
IN TORONTO, LUCKETT DISTRIBUTORS, LTD. 


OXFORD FILING. SUPPLY CO., INC. 
15-3 Clinton Road, Garden City, N, Y. 


Please send free Oxford catalog. 


NAME ... 
FIRM 
ADDRESS 


For More Information Circle No. 411 





without vacuum pump is $250; Model 
VF4I1F-1 30” x 40” floor model vacuum 
frame complete with vacuum gauge, pump 
and motor, bleed valve, 115-volt, 60 cycle 
AC, is $295. For complete information in 
Bulletin N8000, Circle No. 143. 


PEN & PENCIL SET 


Micropoint, Inc., Sunnyvale, Calif. an- 
nounces the Premiere Pen & Pencil Set, 


handcrafted in jewel finished chrome. 
Premier pencil has extra-long fine lead, 


concealed eraser, streamlined guide tip for 
lead and two-way clutch mechanism which 
cannot be damaged by overturning in 
either propel or repel direction. Premiere 
pen features Micropoint’s Skip-Free car- 
bide ball for smooth writing on any sur- 
face, dependable retracting mechanism 
and multi-mile ink which makes fewer re- 
fills necessary. Both pen and pencil have 
sure-grip, spring-steel clip which keeps its 
tension. 

For More Information Circle No. 139. 


MACHINE DICTATION COURSE 


SoundScriber Corp., 6 Middletown 
Ave., North Haven, Conn., has prepared 
a five-hour concentrated general dictation 
and transcription course to train secre- 
taries in the skills of machine transcrip- 
tion. Designed for minimum supervision, 
the course includes student’s textbook, in- 
structor’s manual and professionally re- 
corded SoundScriber training discs. The 
course consists of five work units, each 
containing sections on transcribing aids 








cma 


The NEW COMPETITIVE 14 seERIES 





Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed brass finish. 


LITERATURE ON REQUEST 


THE JASPER DESK CO. 


: JASPER, 


INDIANA 


For More Information Circle No. 365 
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Easy to Clean 


G 


of 


MASO 
Established 1933 








The only mat that looks as beautiful as 
a desk top...and it’s REVERSIBLE! 


Made of lustrous wood-grain plastic, this amazing mat is stain, 
burn and chip resistant, Extra heavy. Easy to clean. Blends with 
modern and traditional interiors. Four authentic wood-grains in 
newest decorator colors: Walnut, Desert Tan, Mist Green, Drift- 
wood Gray. Choice of sizes. Large executive model, 48" x 54". 
REVERSIBLE; wood-grained plastic finish both sides. Extremely 
long wearing; low cost. Send for literature TODAY. 


ae @Baeaaeae aa SEND COUPON TODA Y®*@*®e2®eeeeee0e222¢2 


Interstate Metal Products Co., Inc. 


MASO (Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Please send me FREE literature and more information 
about Executive plastic chair mats. 


MEET EP PE ee 


COMPANY 


ADDRESS 


For More Information Circle No. 278 





HAMILTON 


; 


REGISTERS 


Saelcneartitemeeyslece)mertsi mete 


charge sales in permanent written 
form. Ideal for stock room 

ee rlece) MoM url melee mites 
whenever signatures are required 
for receipt of cash, services 

or merchandise. 

Made in a wide variety of sizes 
and models — both manual and 
electrical operation. 


Find us in The Yellow Pages 


Offices in principal cities East of the Mississippi 


THE HAMILTON 
AUTOGRAPHIC REGISTER CO. 


HAMILTON, OHIO 


For More Information Circle No. 399 


and practice, spelling study and secre- 
tarial hints. Besides its application to 
company or classroom study, the course 
is adaptable to home use since Sound- 
Scriber recording discs can be played on 
most 331/3 r.p.m. phonographs. For 


| More Information Circle No. 159. 


ADDRESSING MACHINE 
Nettle Mfg. Co., 27 Huntington Ave., 


| Boston 16, Mass., announces an improved 
| Model 600 A-dress-R metal plate addressing 


| 





MODEL 600 


Besa ee 


| machine with a newly designed feather- 


touch stamping arm that lightens action, 
reduces operational fatigue and speeds 
production. The 150-plate capacity mag- 
azines with semiautomatic loading and un- 
loading make the Model 600 a speedier 
manual addressing machine. Chrome 
plating and compact lines give eye-appeal. 
Shipping weight 31 Ibs. For More In- 
formation Circle No. 135. 


DUAL KEY CONTROL 


P. O. Moore, Inc., Glen Riddle, Pa., 
makes the TelKee Dual Compartment line 
that is two complete key control systems 
in one cabinet. Cabinet has a rear com- 
partment with a separate padlocked door 
that provides space for up to 50 different 
key changes which require maximum se- 
curity and which must be kept separate 
from all other keys, such a master, grand 
master and top security keys to open per- 
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aE Ss a 


is looking for new markets! 


For several years, in a great many countries of the world, 
thousands of the young German SIEMAG brand bookkeeping and 
invoicing machines have been in operation, SIEMAG today ranks 
among the leading firms in Europe and last year once again achieved 
a significant sales increase, This growth is the result of a planned 
and determined program in office automation. This includes vigorous 
participation in the American market, in which a successful future 
is expected. 


We are seeking an association with capable firms possessing 
good sales organizations with qualified personnel, or those who can 
build them in a short time. Those interested, please contact our sales 
director without delay. 


ET 


Siemag Feinmechanische Werke GmbH, Eiserfeld/Sieg, West Germany 
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SMEAD’S... 
TWO-PLI -TOP 
FOLDER SAVES 

SPACE and COST 


SMEAD’S... 
FLEX-I-VISION 
HANGING FOLDER 
with the 
“TAB THAT TOPS” 
them all 


SMEAD’S... 
CELL-U-WELD 
FOLLOW-UP 
FOLDER 
with 
Sliding Signal 
Channel 


SEE them at your 
Stationers 





FoR THE BEST iN FILING, LOOKTO Smead) 


GMIAD MANUFACTURING COMPANY 
PASTINGS, MINNESOTA + CHICAGO « 


LOGAN ONIO © LOS ANGELES 
For More Information Circle No. 366 
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| sonnel files, cash drawers, etc. Front of 
cabinet has room for four Swingamatic 
panels to control up to 400 key changes. 
Both compartments are controlled, filed 


and indexed by the standard TelKee sys- 
tem. Electro-welded cold-rolled patent 
level furniture steel cabinets are 27” high, 
13” wide and 7%” deep. Fore More In- 
formation Circle No. 131. 


PEN & PENCIL SET 


All-Rite Pen, Inc., Hackensack, N. J., 
announces the Diplomat matched pen and 
pencil set. Pen has a high-precision ball 
of synthetic sapphire, and its extra-large 


cartridge carries a big supply of quick- 
drying ink in blue, red, green or black. 
Matching pencil has a_ fully-controlled 
propel-repel mechanisms for its fine lead 
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of which there is an extra supply in the 
eraser-capped magazine. Both pen and 
pencil are chrome-plated with a classic de- 
sign engraved along their entire lengths to 
accentuate slimness. The fully lined case 
is of rigid snap-close construction with 
simulated leather exterior and gold-colored 
metal edging along lower rim. Set retails 
for $5. For More Information Circle 
No. 148. 





STENO CHAIR 

Fabricated Metal Specialties, 199 Main 
St., White Plains, N. Y., offers a swivel 
chair that combines comfort, good looks, 
low cost and long wear. It has a molded 
plywood seat and back. For comfort and 
safety, backrest floats on cold-rolled back 
support by means of dual-mounted coil 
springs. There are no welds or screws; 
seat and back are fastened by flush- 


Waiting for the mail 


gives doodlers a break! 


ey ———— — 
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Of course, the doodlers might be 
working. In most offices, however, work 
doesn’t get under way in the morning 
until the mail is opened and distributed. 
A MailOpener helps the business day 
get started earlier, can save a lot of time. 


@ The MailOpener opens mail faster, 
more neatly, and more efficiently than 
by hand. Snips a hairline edge off an 
envelope without disturbing contents. 
Handles any size or weight of envelope. 

@ Three models, electric and hand 
operated, for a lot of mail or a little. 


@ Ask the nearest Pitney-Bowes office 
for a free demonstration. Or send for 
free illustrated booklet. 

FREE: Send for handy desk or wall chart of 


latest postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pirney-Bowes, Inc. 
3462 Walnut Street, Stamford, Conn. 


. originator of the postage meter... 
148 offices in U.S. and Canada. 


For More information Circle No. 358 
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STUMPED 


FOR STORAGE? 


Now you can make molehills out of moun- 
tainous storage problems! The answer is 
Erecta-Shelf. Erecta-Shelf’s steel rod con- 
struction has been load tested to 1,000 
pounds per shelf. It offers lightning-fast 
assembly without special tools, nuts or 
bolts. Erecta-Shelf units may be added 
back to back, end to end or one atop 
another. Space between shelves is ad- 


justable. Available floor mounted, wall 
mounted, or on casters. Unlimited uses at 
a limited price. Variety of sizes. Fits any 
floor plan. 


Available Chrome Plated or Stainless Steel 


Get storage problems off your 
mind — find out about Erecta- 
Shelf today. 


Write for free catalog! 


The Seal of Sanitation Quality! 


A quality product of 
METROPOLITAN WIRE GOODS CORP. 
NN. Washington St. and George Ave. + Withes-Barre, Pa. 
For More Information Circle No. 400 
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mounted, chrome-plated rivets; legs are 
fastened to hub with heavy-duty rivets. 
Rubber-cushioned chrome glides have 


long, quiet life. 
ten years. 
No. 176. 


Chair is guaranteed for 
For More Information Circle 


FILE DESK 


K&C Metal Products Co., 1005 Greene 
Ave., Brooklyn 21, N. Y., offers a desk 
with file and storage units combined in 
little more than a square foot of space. 


The low-cost unit has a full 28” wide 
hinged leaf that folds into position to 
convert the 30” high cabinet into a desk 
in seconds. Two roomy storage sections 
for books, supplies, etc., and a deep filing 
compartment on top make up the basic 
12” x 15” unit (15” x 15” for legal size). 
Both storage and filing compartment are 
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a giant 
of a 
- performer 


at a midget price! 


An ideal portable 

spirit duplicator, the 
PICCOLO... made by 
ORMIG. Its advanced design 
gives you all the advantages 
of large, expensive models 
at a down to earth price. 
The perfect duplicator for 
any small business firm, 
hotel, motel, restaurant, 
school or club. 





sensibly priced at 


§ 87” 


plus federal 
excise tax 
slightly higher 
west of Rockies 








With this rugged, compact 
machine you'll make copies 

of anything typed, handwritten 
or drawn up to 9” x 13” in size, 
(in 5 colors if you choose) 

on any type of paper from 
tissue to card stock. 


Write us for dealer nearest you. 
DEALERS: The PICCOLO is available 
to you in almost every city in 

the U. S. on a non-exclusive basis. 


For More Information 
Circle No. 476 


COPY-CRAFT, INC., Dept. +: 105 Chambers St., New York 7, N. Y. BA 7-4150 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 


Western Office & Warehouse: 3425 S. Main St., Los Angeles 7, Calif. 





THE SUCKER that gives you an even mailing break 


This is the business end of a sucker cup, the key to the vacuum 
suction system of the Phillipsburg Inserter. Grips all material 
with the same unerring firmness, regardless of stock. Makes the 
Phillipsburg practically error-proof—makes mailing effortless 
by automating your mailing department within a 7’ x 11’ space 


FINER PRODUCTS THROUGH IMAGINATION 
Write for information on the 
Phillipsburg. It gathers + nests Bell & Howell Company 
inserts * moistens and seals envelopes PHILLIPSBURG INSERTERS 
prints indicia + counts « stacks 14 East Jackson Boulevard 
Chicago 4, Iilincis 046! 


For More Information Circle No. 259 
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equipped with locks for added security. 
Made of furniture steel throughout, the 
sturdy unit presents an attractive appear- 
ance when desk leaf is lowered or raised. 
Complete with A-Z file folders, in a 
choice of gray, mist green or desert tan 
baked enamel finish, the K&C efficiency 
units are available for immediate delivery. 
For catalog sheets and prices and a cata- 
log showing the complete K&C line, Circle 
No. 217. 


SMALL STORAGE DRAWERS 


Ceco Products Co., 105 Reade St., New 
York 13, N. Y., introduces Vue-Tray in- 
dividual drawer units made of durable 
plastic. Transparent or high-impact slide- 
out inner drawer has accessory dividers. 
High-impact gray frames interlock so that 
units can be stacked for visual storage 


gt ie oh I 


angie 


COPIES ANYTHING 
THE EYE CAN SEE 


of small items, parts, screws, swatches, 
color samples, electronic components, 
chemicals, pigments, hospital instruments, 


etc. Protecting from dust, dirt or damage, 
Vue-Trays are light, yet sturdy, and fit 
anywhere in racks or on shelving. Avail- 
able in a variety of sizes. For More In- 
formation Circle No. 202. 


Crisp, sharp black and white copies of everything ~~ 
high speed * versatile * takes 9" paper any length 
sturdily built © lifetime quarantee 

A full line of quality photocopy paper available 


camagzple BUSINESS MACHINES, INC. 
1808 S. Main St., Los Angeles 15, Calif. © Richmond 9-623] 


NEW YORK 
324 East 39th St., New York 16 
MH 6-5876 


MAIL COUPON TODAY!. 
Dealer Inquiries Invited 


CANADA 
Roneo Co. of Canada, Ltd. 
259 Lake Shore Blvd., E. 
Toronto 2, Ont, 


EMpire 8-6155 f PHONE 


Please send information about the new Triangle 9 
and Triangle copy paper. 


* NAME 
e 





‘FIRM NAME 
STREET 








u CY nner INO cnsinsstain STANT 
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this is all you throw away 


... the strip zipped from a 
pack of ODIN® mimeo, du- 
plicator or bond finish pa- 
per. “Zip” and the pack’s a 
re-usable pouch — saving 
paper, shelf space, re-wrap- 
ping. ODIN® runs right; in 
quiet-white and readable 
colors. For samples, write 
or wire 


lop 


BERGSTROM PAPER COMPANY 


NEENAH, WISCONSIN 
For More Information Circle No. 245 
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FORMS JOGGERS 


Syntron Co., 715 Lexington Ave., Homer 
City, Pa., offers an illustrated catalog 
featuring new two- three- or four-bin 
joggers. Syntron joggers are used for the 


proper alignment of checks, punched cards, 
premium notices and other forms for 
machine processing. For a copy, Circle 
No. 113. 


CONTROL BOARD 


Memo Flex Div., 515 Bannock St., Day- 
ton 4, Ohio, discusses simplified visual 
control and scheduling in a 12-page book- 
let which highlights the flexibility and ease 
of use, as well as the advantages, of the 
Memo-Flex visual control and scheduling 
board. With the Memo Flex unit, user may 
lay out or customize the board to suit 
his particular needs. For the booklet, 
Circle No. 188. 


MICR MANUAL 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill, explains magnetic ink 
character recognition and answers 142 


Tue Orrice—April, 196] 


most frequently asked questions about 
magnetic ink check coding in a 48-page 
booklet. It discusses the American Bankers 
Assn. specifications for MICR; require- 
ments and costs for check imprinting in- 
stallations; techniques of imaging masters, 
check imprinting and quality control, and 
details of check book use. For a copy, 
Circle No. 178. 


DIAZO COLOR CODING 


Ozalid Div., General Aniline & Film 
Corp., 514 Corliss Lane, Johnson City, 
N. Y. offers a wide variety of tinted sen- 
sitive papers for Ozalid dry and Ozafax 
semidry (moist developing) diazo printing 
process, including tints in Ozafax super 


high speeds. Color coding of engineering 
operations differentiates preliminary draw- 
ings from production prints. Where in- 
formation and drawings are under security 
regulations, coding designates restricted 
material. In systems work, color coding 
can identify copies by function, time, 
status or destination. Most frequent uses 
are in production control, order-invoicing, 
purchasing-receiving, tax and financial pa- 
pers. A booklet, “Color Says So Much,” 
describes the use of color coding. For a 
copy, Circle No. 208. 


COMPUTER PLANNING 


Computer Div., Dept. NP, Philco Corp., 
Willow Grove, Pa., offers a booklet de- 
scribing what to do before installing a 
computer system. “The proper selection 
of a computing system can be made only 
after the most efficient use of the system 
has been considered,” says John M. Nisbet, 
manager-marketing of Philco’s Computer 
Division, who reports the booklet will en- 
able businessmen planning to start com- 
puter operations to more fully understand 
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the complexities and problems entailed in 
the application of a computer to their 
business operations. In non-technical lan- 
guage, it describes system analysis, speci- 
fications, design and full operation of 
computer. For the booklet, Circle No. 
199, 


ENGRAVED LETTERHEADS 


Gilbert Paper Co., Menasha, Wis., of- 
fers a colorful brochure, explaining and 
illustrating engraved and embossed letter- 
heads. There are 17 outstanding engraved 
and embossed letterheads in the spiral- 
bound brochure, representing a wide va- 
riety of firms selected on the basis of ex- 
cellence in design and variety of engraving 
and embossing. Selections were made 
from the bimonthly letterhead contest 
conducted in the Gilbert Paper Co. ex- 
ternal house organ, as well as from en- 
tries submitted by leading engravers. The 
brochure, which analyzes the design and 
identifies the type styles of each letter- 
head, is a valuable source of ideas to help 
solve letterhead design problems. There 


is a step-by-step explanation of embossing 
and engraving processes, from the design 
through final printing. For booklet. Circle 
No. 198. 


ORDER-INVOICE SYSTEMS 


Ozalid Div., General Aniline & Film 
Corp., Johnson City, N. Y., offers “From 
Order to Invoice—Written Just Once,” a 
12-page brochure discussing time and cost 
savings for order-invoicing. Simplified 


order writing, filing, shipping, and invoic- 








without touchin 
clean. The Quik-Stripper, Jr. 


holding stub-section plates. 


date, from to day, 


Quik-Stripper, Jr. Sold on 5-day approval. 


Mission St., San Francisco 5, Calif. YUkon 2-2130. 





The Quik Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 
Strip plates and cards from fnames quickly with this handy tool 
inky plates. Saves finger nails and keeps hands 
: works with any ki 
small, medium or large—old style or new style—even frames 


with details. Write Addressing Machine Co. 


kind of frame: 


Don't make I cy stripping a chore. Keep your work up to 

ay by equipping each operator with a 
Send for circular 
of Calif., 667 





For More Information Circle No. 368 





YOU SAVE 


when you use 


ACCESSORIES 


by CHARLES LEONARD. Inc. Manufacturers of Stationery Speciattios 


79-11 Cooper Avenue, Glendale 27, N. Y. 


For More Information Circle No. 367 
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It used to play music...now it writes your letters! 


Auto-typist record ‘“memory” roll operates 
the typewriter to write personalized 
letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter keys to write your 
letters . . . automatically and accurately! 

One typist can produce 100-125 letters 
a day with Auto-typist —3 to 4 times man- 
ual typing output. And, it’s so simple 
. . » precomposed numbered letters or 
paragraphs are perforated on the roll, 


For More Information Circle No. 410 


which holds up to 250 lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 
correspondence costs. 


Get this FREE Booklet! 
Shows you many time and 
money saving applications 
for automatic typing in 
your business. Write 
today! 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
See the Auto-typist at the O.E.M.E. Show — April 17-21 — New York Collseum — Columns 7M, 8M 





Lift the glass, position ; G ll oth er 
a, y 
V7} ) 
igh de - 





the negative and plate. 


FLIP 


Close the glass frame. 
Pull the release knob 
and flip the vacuum 
frame over. 











EXPOSE 


Set the timer. Automat- 
ically controlled carbon 
arc lamp is built into the 
base with the reflector. 


PLATE MAKER 


Fast—simple—clean—compact. nuArc flip-top MODEL FT-18 
platemakers are the modern way to make per- 
fect offset and letterpress plates. 


A specially designed carbon arc reflector 
floods every square inch’ of printing surface 
with even light...eliminating undercutting and 
decreasing exposure time. Live rubber blanket 
guarantees perfect negative-to-plate contact. 


You save with flip-top units in the initial cost 
(cost 30% less than separate frame and arc 
lamp units), in the installation (no partitions, MODE F140 
curtains or external exhaust systems neces- 
sary), and in the operation (easier, faster 

operation than with conventional units). tm 

*Send for the latest gos 
“flip-top” Bulletin A-500-0 “‘ “i MODELS FT-32, FT-40 AND FT-52 ARE AVAIL- 
ABLE WITH AUTOMATIC OR MOTOR DRIVEN 
ARC LAMP. 


MODEL FT-24 


MODEL FT-2% 


MODEL FT-32 


MODEL FT-52 











COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, Ill. 
Sales and Service: New York « Los Angeles 


For More Information Circle No. 319 


Tue Orrice—April, 1961 








ing with multiple-part forms, single order 
forms, and single order forms with mul- 
tiple stock location, are discussed. Uses 
for color coded copies are suggested. Ap- 
plications show how copying errors can 
be prevented, nonproductive clerical time 
cut, same-day billing installed, order-in- 
voice rewriting eliminated and cleaner, 
more readable copies provided. For the 
brochure, Circle No. 180. 


PLAN FILING SYSTEM 


Pack Mfg. Co., Box 508, Logan, Utah, 
offers details on how Pack Interlock files 
and filing systems can save time, money 
and space, with greater protection for 
drawings, patterns, prints, maps or other 
documents in a colorful six-page brochure. 
For a copy, Circle No. 182. 


CALENDARS 


Keith Clark, Inc., 1451 Broadway, New 
York 36, N. Y., describes and illustrates 
the complete line of 1962 calendars for 
business, professional and office use, in its 


new full-color catalog. Included are pad- 
style calendars for executive offices, and 
book-style calendars for general office 


usage, special wall calendars, Schedule-A- 
Date and Monthly-Minder planning cal- 
endars. Catalog illustrates the various 
styles of calendars and bases in full color, 
gives complete specifications, and serves 
as a purchasing guide. For a copy, Circle 
No. 177. 





against fraud 


AMERICAN 400 PORTABLE 
ELECTRIC PERFORATOR 





The American 400 perforates thou- 
sands of items an hour. It offers a 
foolproof permanent way to cancel, 
date, number, validate, void, receipt 
or otherwise mark paper — through 
many carbons. Automatic paper-trip 
operation. Choice of 1, 2 or 3-line 
copy, including changeable date or 
number. Quiet, powerful, handsome, 
occupying space of only 642 by 13 
inches. A leader in the field since 1910, 
American makes a full line of per- 
forators. Write for literature’ to 
American Perforator Division, Heller 
Roberts Mfg. Corp., 700 Jamaica Ave., 
Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 


For More Information Circle No. 370 
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That old desk of yours on its last 
legs? Drawers stick? Splinters catch 
your clothes? Top warped? .. . Hate 
for visitors to see it? 


Why fight it—when it’s so easy to 
enjoy a smart new Bentson desk in a 
type, size, top covering and color just 
right for you! Modern styling, life- 
time construction and nearly 50 years’ 
pride of manufacture distinguish every 
Bentson desk, table, and file. 


Don't be deskusted . . . life can be beau- 
tiful. See your Bentson dealer or write 
today for our complete catalog. 


BENTSON MFG. CO. 


655 Highland Avenue, Aurora, Ill. 
For More Information Circle No. 371 
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CARD FILING SYSTEM 


Yawman & Erbe Mfg. Co., 1001 Jay 
St., Rochester 3, N. Y., describes card 
filing systems which expand with a grow- 
ing business in a color brochure, “Expand- 
ing Index.” This open notation system is 


‘ 


\ 


ee 


pictured with detailed instructions for ef- 
ficient, accurate use. Included are rules 
and charts for determining the size of 
indexing needed, functions of component 
parts, and a list of the types of companies 
and organizations where efficient card fil- 
ing is particularly important. For a copy, 
Circle No. 179. 


COMPUTER SYSTEM 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., de- 
scribes its G-20 high-speed computing 
system in a brochure which details oper- 
ational features and includes recently an- 
nounced improvements in G-20 comput- 
ing, magnetic tape and lineprinter speeds. 
Booklet also describes increased memory 
and processing facilities of the G-20's 
control buffers, as well as the system’s 
communication system. Basic, medium 
and large G-20 systems are depicted. For 
Bulletin QC-020-R110, Circle No. 115. 


COLLATORS 


Thomas Collators Inc., Dept. 138P, 
100 Church St., New York 7, N. Y., offers 
literature describing its redesigned 8, 10 
and 16-sheet semiautomatic floor model 


THe Orrice—April, 1961 





MR. ROYTYPE ANNOUNCES: 
<~- VERTEX P-900___ 

THE RIBBON THAT'S 

A VARIETY STAR 


© 1961 Royal McBee 


VERTEX® P-900 is a proud new product of Mr. Roytype’s—a 
typewriter ribbon that performs a variety of jobs that once took 
a variety of ribbons to perform. No more changing ribbons for special 
work! e VERTEX P-900 works equally well on both manual and 
electric typewriters... with either broad or sharp face types. Its one 
basic coating strength gives clear, clean cut impressions on a whole 
gamut of applications, including typing on direct image plates for the 
offset process. @ This new carbon ribbon’s improved ink formula 
equalizes typing impressions. Whether the key is touched with a heavy 
hand or a light finger, the results are the same... clean, clear uni- 
formly black imprints. e And because VERTEX P-900 is made of 
Polyethylene, it just doesn’t break ... ever. Ask your office-trained 
Roytype representative about this grand new ribbon, VERTEX 
P-900; let him show you how it can simplify your office routines. 
Let him help you select all your other office supplies, too. 


ROYTYP " A complete line of business supplies ...expert help... 
and dependable service, too. 


PRODUCT OF ROYAL McBEE CORPORATION, WORLDS LARGEST MANUFACTURER OF TYPEWRITERS 
For More Information Circle No. 288 
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© FAST 
© EFFICIENT 


NEGATIVES e 
STENCILS e@ 
MASTERS 


The Atlas DeLuxe Model 
NOW 
Available in Four Widths 


A DeLuxe—Files 600 
items to 10/2” wide x 22” 


B DeLuxe—Files 600 
items to 13” wide x 22” 


E DeLuxe—Files 600 
items to 17” wide x 22” 


C DeLuxe—Files 600 
items to 21” wide x 22” 
(C DeLuxe Illustrated) 


All DeLuxe Models are 
equipped with casters. 





SKETCHES 


¢ ECONOMICAL 
© SAFE 


FOR 


OFFSET PLATES 
ARTWORK 


© X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


Atlas manufactures & 
complete line of 11%”, 
14”, 18” and 22” hangers 
for the Delaxe Models 
and for larger and small 
er cabinets which are also 
available Hangers are 
manufactured in styles 
and sizes for all types of 
plates, negatives, stencils, 
artwork, swatches, etc. 
Illustrated is one of the 
four sizes of the Atlas 
Nega-Plate hanger. 


Write for complete 
literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 














For More tnformation Circle No. 372 
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collators which take sheet sizes from 
4” x 5” to 17” x 22”. Design improvements 
include sheet separators, unit-formed feed- 
ing arms, a four-digit counter and a flip- 
top housing. A paper stock backstop per- 
mits an infinite range of settings for depths 
of paper up to 17”. For the literature, 
Circle No. 190. 


ELECTRONIC SYSTEMS 


Clary Corp., Dept. 691, 408 Junipero 
St... San Gabriel, Calif., offers a 24-page 
illustrated booklet, “This is the New 
Clary,” describing the capabilities, facili- 
ties, products and achievements of the 
company which designs, engineers and 
manufactures a growing line of computer 
and data handling equipment and missile 
components, having sold its adding ma- 
chine and cash register assets. Products 
include the DE-60 computer, an arithmetic 
center, standard data and _ militarized 
printers, add-punches, sales recording de- 
vices and various peripheral equipment 
compatible with nearly all systems con- 
cepts. Also described are the products of 
Clary Dynamics. For the booklet, Circle 
No. 194. 


FOOD SERVICE 
Blaikie Miller & Hines, Inc., 527 Madi- 
son Ave., New York 22, N. Y., offers a 
32-page booklet covering all phases of 
food service for offices and plants, clubs, 





How You Can SAVE MONEY 
using Gardner's SUPER-RITER Office Pens 


i... 


Precision engineered .025 Extra Fine Ball Point, All 
Brass 5%” long ink cartridge. Light, slim, comfortable 

like a pencil. Formulabs® pre-tested quality ink flows 
smoothly, evenly. Black, Red, Green, Blue Ink. Out- 
standing performance, Praised by Accountants, Auditors, 
Bankers, Bookkeepers, Secretaries For Ledger Cards, 
Visible Records, Figure Work, Charts, Fine Writing 
And talk about Economy! We pay postage anywhere in 
USA. Your NET Cost is: 


each 


f Se. fist _saten sieve Bufo 














$3.25 per dozen 
Colors may 3.10 per dozen 
6 to 't doz. ..be assorted .. 3.00 per dozen 
| Gross in doz. lots .... 28.50 
2 Gross up .... 24.00 per gross 
If not completely satisfactory in all respects, return with 
in 10 days after receipt of pens and your money, plus 
postage, quickly, cheerfully refunded. You can’t lose 
That’s fair enough, isn’t it? Now, buy in quantity at 
wholesale prices, and really $AVE. Order from: 


GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pennsylvania 
For More Inforamtion Circle No. 373 
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Discovery 
£ of the new Ampto “12” photocopier 
will lead the .way fo big savings in 
* your office. Cut paperwork costs by elim- 

Fd inating unnecessary typing, proofreading. 

¥ . Get extra copies of correspondence, reports, 
H elgeNalale Pam (-elel-lamelate ME Tele] gate] sheets, invoices 


qi quickly and economically. 


‘ 


% 


‘ The new Ampto “12” is clean and easy to use. 
% PNUirelintehiteeaelahicel Mm Malileamislceleim aleliime oliio 
\ in paper safes, guaranteed quality and per- - 
‘g formance, portability . . . these are just 
» @ few of the new concepts in copy- 


», ing built into the Ampto “12”. 


Re 
‘S MADE & SOLD BY 
%. am pto 
. we Tataclg elelaeli-ve| 
‘ x 
Yas « 


A SUBSIDIARY OF 
Anken Chemical & Film, Corporation 


Newton New. Jersey 





GOES LITHOGRAPHED 
BORDERED BLANKS 


é oviie CUPTRIGHTED 
pron an eHON Over 
‘tbe Vikan 


YOUR COPY 


OF OVERPRINT ou: csc 
RESULT 


HIGH QUALITY, LOW 
COST, COLORFUL 


ENCLOSURES 

DIRECT MAIL RESULT PULLERS 
INSTRUCTION CERTIFICATES 
AWARDS INSPECTION CERTIFICATES 
CERTIFICATES MEMBERSHIP CERTIFICATES 
FUND VOUCHERS ORDER FORMS 


Your printer can show you the many 
Goes Lithegraphed Bordered Blanks 
te fil your every need, 


Goes 


LITHOGRAPHING 
COMPANY 


42 WEST lat ST. 
CHICAGO 21 


suaaanees 
WARRANTIES 


LAIR an ScROO! 


pnwGise erltre Rr 


apemecn 


— 
BSsciiBe 
meinen: zum present 


jood Mmanabemem orramzatior 
“*s Plannme for efficient sco 


wy ME food serwice tur “te ie 


WoT: 


TeT ae TE. t- 


Tet 


< nc 


Cure No. 193. 


CODE CONVERTER 
a 


ehting 


© 


Friden. Inc. Rochester. 
we booklet — 


offers 
an attracts the fea- 
its Code Converter, a tape-oper- 
communications aie developed 
by the company. Unit its designed to in- 
tegrate data processing when two differ- 
ent tape code systems are used by con- 
verting any 5-, 6-, 7- or 8-channel system 
one to the other with the flick of a switch 
For the booklet, Circle No. 470. 


NIPPO 


CHECK WRITER 
indelibly prints 

Just the same 

as a big 

machine 


costing up 
to $500.— &. yg 


NIPPO MACHINE INDUSTRY CO.,LTD. | 
Tenjin-cho, Nishi-ku, Yokohama, Japan 


res of 


ated 
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DON'T AGGRAVATE YOURSELF! 


Replace longhand calculating with the 
FACIT CM2-16. Save valuable time. . . get fast 


results with accuracy. The handy manual calculator that’s 
small enough to sit on the corner of your desk, light 
enough to carry anywhere. “Standard” 10-key keyboard, 
large (16 digit) capacity. Unique back transfer multiplies 
continuously without resetting! The best answer for every 
desk. REMARKABLY LOW PRICED! FACIT CM2-16. 
FACIT, INC. 404 Park Avenue South, New York 16, 
New York « 235 Montgomery Street, San Francisco. 


*Find 3 hidden longhand calculating errors. 
For More Information Circle No. 223 
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VISUAL 


| 
MAGNETIC || DFB’s New Offices 
CONTROL] 


(Continued from page 91) 


president. “For the same reason we 
saw a need for better layout and facil- 
ities. We saw, too, a need for greater 
flexibility as we move into a growing 
future. What struck us with particular 
force was a need to set up offices as a 

model of DFB design and thinking. 
noon och sae — Sae | Asa result, our new offices add up to 
Priced From} Seles * Production BROCHURE | an architectural sample room, a three- 


2 F-4 . 

$38 aiegesnnse « Seating §=—® dimensional showcase of Designs for 
— Business in action today.” 

prey oe RTT The layout gives each member of the 


MAGNETIC ; 
ELEMENTS staif a degree of privacy. Department 








GET THE OB DONE ON REQUEST 


heads have their own individual offices 
Methods Research Cor ee NRO 
105C Willow Aveaze, States islesd 5, “3 within their departments. Relationships 


have been established according to 
For More Information Circle No. 338 
—— | workflow. Thus, every draftsman, de- 








ait ages ie 
eri OMe ACG | 
DOO ONLHAL her 
see WOES) 
Bey Sk meee : 


Leon E. Arazie—Office Mgr., 
Leventon & Schlesinger, Realty ...N. Y., N. Y. 
“When you write as much as I do, 
you really appreciate a discovery like 
Dixon Ticonderoga’s new ‘Marvelead’.” 


THE JOSEPH 


DIXON Small executive office shows DFB de- 
CRUCIBL 


E CO. | signed desk and chairs. Modular drawer- 





Jersey City 3, N. J., Ticonderoga, N. Y. | cabinet units here are laid out horizon- 


Mexico City, D.F., Sandusky, O., Newmarket, Canada 
For More Information Circle No. 339 
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next best thing 
to a typewriter! 


metalistand’s exclusive 


HiLo TvPEwRITER 
STAND 


with 
Feather-Touch 
Pedal 


For years the most out- 
standing and most talked- 
about typewriter stand in 
America. And no won- 
der! A touch of the toe, 
and the Hilo raises or 
lowers in a jiffy! The 
leaves, too, lift and lower 
just as smoothly as you 
please, Hilo comes in 
walnut and grey as well 
as a wide choice of con- 
trasting tops and base 
colors. 


Write for 4-Color 
Catalog, Dept. OS60 





a te 


metaistand 


company METALSTAND 

“Precision. 
11200 Roosevelt Bivd., Phila. 15, Pa. «© ORchard 3-5300 
Manufacturers of STEEL DESKS AND MODULARS 
SUSPENSION FILES ®© NON-SUSPENSION FILES 


STEEL CABINETS ° Hi-Lo TYPEWRITER STANDS 
For More Information Circle No. 244 
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SYVZ7RCN 
VIBRATORY 
BUSINESS FORM 


JOGGENS 


Eliminate slow, time consuming manual jogging 
methods—increase office efficiency. Let Syntron’s 
high speed (3600 vibrations per minute) Business 
Form Joggers do all your paper aligning work— 
business forms, checks, invoices, mail, etc. Syntron 
Paper Joggers are complete units—simple to oper- 
ate—easy to use. Designed for fast, dependable, 
trouble-free service. Available in a variety of sizes 
and styles—table deck, divided deck or bin type. 


STOP WASTE 


INCREASE 
EFFICIENCY 


For 
information 
write 
ae 


GIPJ2 
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Employee’s lounge provides an_ inviting 
area for periods of rest and relaxation. 


signer, decorator, etc., has room to 
move, surrounded by a feeling of quiet 
and privacy, yet is properly related to 
everyone with whom he or she works. 

Executive offices resist the tempta- 
tion to bigness and showiness, instead 
are treated as samples of the company’s 
design and thinking. Each office is 
different from another in furniture, 
equipment and decor with its own type 
of lighting, flooring, wall cabinets and 
storage. 

On the other hand, the conference 
room is exceptionally large, because of 
its use for company conferences and 
meetings with clients. It can be used 
open to its full size, or converts down 
to two smaller rooms for smaller meet- 
ings. Handsomely paneled in walnut, 
the room contains an 8 ft. circular table. 
A feature of this room is a 50 ft. work 
surface where materials and presenta- 
tions for clients can be spread out. 
Recessed lighting at one end illumi- 
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each item change 
on a separate card 


insert 


. into your 


Acme photo pane/ 


— print 


. your fresh new list with 


standard office duplicating 
eguipment after 


photographing panels. 


ACME PHOTO 

PANELS MAKE 

SHORT WORK OF 

LONG LISTS. 

Maintain your own lists 
(parts, catalog, directory or 
index) .. . or let Acme do it 
for you. Send coupon today, 





VISIBLE 





ACME VISIBLE RECORDS, INC. 
2204 West Aliview Drive, Crozet, Va. 


Please send information on Photo Panels for timesaving 
preparation of directories, catalogs, price and parts lists. 
NAME TITLE 
ADDRESS 

CITY 
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IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 











HOLLAND INE 
COLORS 


Hoj.ano 


WRITE FOR OUR LATEST 
COLOR SWATCH BOOK 
UNIQUE LAYOUT SHOWS 2 COLORS & TINTS ON PAGE 
FIRM 
ADDRESS. 
CITY 


ATTENTION TITLE 
0 EQT: OFFSET COLETTERPRESS COBOTH 
01250 COWHITEN (1251 COLARGER PRESS 


OVO 1 3 Ee = 6) EF EOP DON Bs .< 














Almwerica 


N AND LIBERTY STREETS. MINEOLA, NEW YORK 


or More Information Circle No. 335 
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nates panels for display of presentation 
materials. The tables and chairs were 
designed especially for this room. 

The reception area adjoining the ele- 
vators instantly proclaims the nature 
and scope of the firm. Throughout this 
space, custom designs appear in the 
reception desk, carpeting woven to DFB 
specifications, a special color scheme, 
custom lighting and custom chairs. 

A central decorating workroom and 
library are used when putting together 
a project and its budget. Here again 
over 50 lineal ft. are provided for lay- 
out surface to give decorators and de- 
signers a place to pull the preliminary 
package together where the materials 
are at hand. 

‘The graphics department has been 
given ample space for its work in draw- 
ing perspectives. This section, under 
direction of Niell Gardner, works as the 
right arm of the sales department, pro- 
viding salesmen with visible proof of 
ideas for clients. 

Furniture and furnishings include 
both custom wood and stock metal de- 
signs. Stock metal cabinet furniture 
consists of the Echelon series designed 
by DFB and manufactured by Globe- 
Wernicke Co. Chairs also are new 
designs available nationally from Ed- 
ward Roffman Associates. 


Mr. Luss has long exploited the use 
of interchangeable parts as a strategem 
to combine mass production economies 
with custom effects. The Echelon line 
takes the component part concept about 
as far as it can go, with a set of steel 
pedestals and steel structural frames in 
either Y-formed metal or H-section 
straight steel. Drawer fittings, equip- 
ment and hardware are varied, and 
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“You don’t throw the negative away?” 


“No—Copycat gives us 


up to 10 copies from 


each negative!” 





Copycat’s patented spray process gives you 
more copies... better copies of anything 
...and for as little as four cents each! 


.-<it’s the world’s fastest photocopy ma- 
chine—bar none! From start to finish, in- 
cluding all paper handling, Copycat’s 
deluxe new wall model gives you finished 
ready-to-use copies in 12 seconds. 

What’s more, because of its patented 
spray process, Copycat’s deluxe wall 
model will give you up to 10 crisp, clear 
copies of anything from one negative! 

No other photocopy machine can of- 
fer as many copies—a feature that alone 
will cut your copy cost to an average of 
four cents each—and repay the initial 
investment in no time. 

The key to Copycat’s speedy produc- 
tion of quality copies is its patented spray 


National distributor of Gevaert photocopying materials 


Copycat corrorarion 


process. No open trays of developer are 
used—Copycat utilizes a tank, from which 
developer is pumped and sprayed and re- 
turned to the tank. 

This gives faster, more uniform distri- 
bution of developer and prevents spilling. 

Moreover, unlike other photocopiers, 
Copycat can be mounted on the wall, to 
save valuable desk space (or placed on 
the desk, if you wish). 

If you are less than enchanted with 
present-day copying methods, annoyed at 
rising costs, messy developers and fuzzy 
copies—look into Copycat. Write or phone 
for a free demonstration in your own of- 
fice. Absolutely no obligation. 


SSK Ge 


215 Fourth Ave., New York « Phone: ORegon 4-5582 


For More Information Circle No. 348 








PROBLEMS _ 
SOLVED 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 














For More information Circle No. 326 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives Pre- 
cision Alignment 
For fast, accurate 
typing of bottom line 
index on all visible 
cards 
10 Card sizes— 
$2.00 to $2.45 

PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 327 
e w 
FOR SALE 
Complete Elliott Addressing System 
2 X 4% Stencils 
2 East-West Machines 
3 Electric Remington 
Cutters 
3 Saxmeyer tying machines 
Steel Cabinets & Trays for 
300,000 stencils 
For further information please contact 
Rev. HAROLD POLETTI, C.P. 
1901 West Street Union City, N. J. 
Telephone: UN 7-6404 


















Rand Stencil 


over 











For More Information Circle No. 328 


FREE <i 


DIES ano PROOFS ° 





DEALERS 
WANTED 

















there is a wide choice in dimensions 
of tops, drawers and cabinets to suit 
every demand. Drawers, shelves, com- 
partments and extensions, in modular 


| sections of varied colors of plastic or 


selections of wood, can be combined 
horizontally, vertically or bunched to 
add a pleasing effect to the office. 

An interesting application in the 
offices is the use of color. Spanning 
the spectrum, it is used to expand or 
contract areas, add height or depth, 
stimulate or relax, according to need. 
Full use of the company’s decorating 
skills was made in the selection of cus- 
tom fabrics in draperies and upholstery, 
as it was in the flooring where marble, 
carpeting, tile and vinyl have been 
combined to good effect. 

The physical character of the offices 
emphasizes the complex and _ interre- 
lated nature of the firm’s work. There 
are many departments: designing, archi- 
tectural, drafting, decorating, purchas- 
ing, graphics and production. Each 


| is dependent on the other, so that each 


acts as a step toward the completion 
of a total project. 

Once DFB is retained by a client, two 
staff members are assigned to the proj- 
ect. The project designer and the proj- 
ect decorator must amass all the details 
involved. Working with them are the 


| drafting and design departments. Infor- 
| mation for each project is supplied by 
| production, which works out schedules 


| and supervises jobs in the field. 


Assist- 
ing in pulling things together is the 
coordinating director, who works with 
department heads in seeing that there 
is the necessary exchange of informa- 


tion. 


Every aspect of this teamwork is in 


| constant communication with company 
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executives. Gerald Luss works out the 
overall concepts of each project and 
checks development of each step. 
Maurice and Joseph Mogulescu handle 
| sales and client contacts, while Irving 
| | Mogulescu details and controls the com- 
| plex network of itemized costs, pur- 
chases, orders, etc. 

The new offices for Designs for Busi- 
ness have achieved their purpose. They 
appear and work as an example of the 
ingenuity and design which, in only 
| 15 years, have won a steady stream of 
| prizes and praises for the company from 
many sources. 











In smaller office areas, space is provided 
by arranging drawer-cabinet units verti- 
cally. Different colors are used to give 
added personality. 








pick the proven “profit” line of snapaparts 






*STANDARD+CUSTOM:STOCK 


jusiness forms 


Write now for latest dealership information 


plus our “Rush-Up 24-hour Quote Service” kit! 


OGERSNA 


BUSINESS FORMS 


P.O. BOX 10425 DALLAS 7, TEXAS 


For More Information Circle No. 345 
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International Systems Meeting 

The International Systems Meeting of 
the Systems & Procedures Assn. will be 
held in Cleveland, Oct. 8-11, at the Statler- 
Hilton and Pick-Carter Hotels, it was an- 
nounced by George E. Garnsey, chairman. 
Theme of the meeting is “The Systems 
Field—A Management Transition.” The 
program will include daily conference ses- 
sions, seminars, systems panorama and 
continuous informal roundtable  discus- 
sions. Mr. Garnsey anticipates an attend- 
ance of 1000 systems men. 


Bank Automation Seminar 

The first electronic data processing semi- 
nar for, and by, bankers was announced 
by Arthur C. Suhrbier, president, Assn. 
for Bank Audit, Control & Operation. The 
program, June 12-15 at the Sheraton Tow- 
ers Hotel, Chicago, is designed to give 
bankers the qualifications to conduct their 
own feasibility studies and supervise in- 
stallation of systems to solve their indi- 
vidual data processing problems. 


Educational Buyers’ Meeting 

The National Assn. of Educational Buy- 
ers will feature down-to-earth workshops 
at its annual convention, May 3-5 at the 
Chase-Park Plaza Hotels, St. Louis. Sub- 
jects to be discussed include: floor cover- 
ings, dormitory design, scientific and medi- 
cal supply, property management, purchas- 
ing office machines, motor pool and fleet 
operations, problems of small colleges and 
large universities, campus landscaping, 
utility rates management, bookstores and 
fringe benefits. 
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NMAA Conference 

Recent developments in input devices, 
including optical scanning, character recog- 
nition, MICR, and output devices such as 
high-speed printers and communications 
links by paper tape, wire, TV and radio 
will feature the conference of the National 
Machine Accountants Assn., Royal York 
Hotel, Toronto, June 28-30. Several 
panel sessions, with members consisting 
of a consultant, user and supplier, will 
present important subjects. An educational 
feature, “A Computer Course for Ma- 
chine Accountants,” is designed for per- 
sons now engaged in punched card work 
who wish to gain basic, broad knowledge 
of computers. The course will be given 
in self-contained presentations, each inde- 
pendent of the other, so that the four 
parts can be kept reasonably small. Texts 
and other printed material will be supplied. 


Methods Improvement Clinic 

The Industrial Management Society is 
accepting entries for its 10th Annual 
Methods Improvement Contest, held in 
conjunction with its 25th Anniversary In- 
dustrial Engineering & Management 
Clinic, Nov. 1-3, at the Pick - Congress 
Hotel, Chicago. Rules and regulations for 
the competition may be had from Indus- 
trial Management Society, 330 S. Wells 
St., Chicago 6. 


ASTD Conference Features 
Discussion groups in 30 areas for de- 
velopment of employees at all levels will 
be featured at the 1961 conference of 
American Society of Training Directors, 
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Ntemehiciaa | | | 
a 
FILING CABINET pe | 


CONTAINS ALL onSe@rv-a- -Kile’ 
THE ADVANTAGES or _ 
ane by SUPREME 





© GANG LOCK 

© RETRACTABLE POSTING SHELF 

© FIVE DIVIDERS PER SHELF 

© RETRACTABLE DOORS 

* GLIDING DOOR EQUALIZERS 

© DOUBLE-WALL END PANELS 
FOR ADDED DURABILITY 


You may order all or a combination 

of these features in units of 6, 7 

or 8 tiers (also available in three 

tier Counter Height); many of the com- 
ponents, such as doors and door equal- 
izers, may be added as you wish. 

You enjoy all of these benefits only 

in Conserv-a-File — protected with 
Bonderite corrosion-resistant finish. 








For More Information 
Circle No. 120 


SAVE 


Saves upto TIME! rer 
60% in floor space* SAVE a a MW 
— | MONEY! {i 

GAIN 
OPERATING 


BEFORE: AFTER: | 
190 four-drawer 80 seven-shelf EFFICIENCY ° 


cabinets « Conserv-a-File units 





naa 
For further information v* 


and literature write to 


BP SUPREME. STEEL EQUPMENT Comes 


t. & Second Avenue Brooklyn 32, N. Y 














THE HAMILTON RITE-COPY LINE 





A complete range of press-ready papers 


226 DIFFERENT CUT-SIZE ITEMS! 


Business Papers: Hamilton Bond, Mimeo, Duplicator; Montgomery Bond, Mimeo, 


Duplicator 


Text and Cover Papers: Hamilton Andorra, Hamilton Kilmory 
Vellum Papers: Hamilton Starwhite; Hamilton Vellum Opaque; Hamilton Vellum 


Cover 
Offset Papers: Hamilton Offset, Test Offset 


With Rite-Copy you can instantly choose the right 
paper with the right texture in the right size. New 
bright whites ... many colors... practical sizes from 
8%” x 11” to 11” x 17”. Many 3-hole punched and 
Mylar* reinforced. New, colorful moisture-proof 
packages. And no increase in price. Standardize on 
quality . .. standardize on Rite-Copy for your office 
duplicating equipment. See your Hamilton merchant. 


* Du Pont registered trademark 





Hamilton Paper Company, Miquon, Pa 
Mills at Miquon, Pa., and Plainwell, Mich 
Offices in New York, Chicago, Los Angeles 


For More Information Circle No. 286 
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Hotel Bellevue - Stratford, Philadelphia, 
May 2-4. Special interest group meetings 
will be held May 1 and 5 for discussion 
of training problems in specific industries 
and organizations such as aircraft, paper, 
hospitals, oil, chemicals and _ ferrous 
metals. 


Better Security Needed 


Poor security practices cost U.S. com- 
panies hundreds of millions of dollars an- 
nually in losses through pilferage, employ- 
ment of undesirables predestined to failure 
on the job, loss of company secrets and 
know-how and other ways, according to 
a survey among representative members 
of the American Society for Industrial Se- 
curity. Its president, John L. Buckley, se- 
curity director of United Technology 
Corp., Sunnyvale, Calif., declared that new 
methods and equipment developed to pro- 
tect defense industries from espionage and 
sabotage can protect all segments of busi- 
ness. “A 1% loss in gross annual sales 
through theft or pilferage means a 6% 
loss in net profits and some experts esti- 
mate this ‘shrinkage’ may be as high as 
3-5%,” said Mr. Buckley. “Thievery, pil- 
ferage and dishonesty constitute a tax of 
perhaps 3-5% on almost everything made 
or sold. The honest pay for the depreda- 
tions of the dishonest.” 


M.I.T. Computer Research 


Getting computers and humans togethet 
is the objective of an expanding research 
program at Massachusetts Institute of 
Technology, Cambridge. It would couple 
human powers of reasoning and intuition, 
and the ability of computers to process 
quantities of information at great speed. 
The four-year research program and sup- 
porting grants were announced by the 
M.I. T. Computation Center. Funds total- 
ing approximately $160,000 for the first 
two years will come from nearly equal 
grants from National Science Foundation 
and Office of Naval Research. A budget 
of $500,000, including development of 
new equipment, is projected for the sec- 
ond two years. 
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Personnel Records Seminar 


A personnel record keeping seminar, 
sponsored by American Management 
Assn., will be held April 17-19 at the 
Hotel Astor, New York. Guest speaker 
will be William B. Warren, senior man- 
agement analyst, Port of New York Au- 
thority. 


Design, Drafting Seminar 


Oklahoma State University, Stillwater, 
Okla., will be the scene of the design aud 
drafting seminar sponsored by the Ameri- 
can Institute for Design & Drafting, May 
19-20. 


Univac User Relations Dept. 


Univac Div., Sperry Rand Corp., has 
created a User Relations Dept. to provide 
a convenient and economical means for 
exchanging up-to-the-minute information 
about programing and operating develop- 
ments. Manager of the department is A. 
R. Shriver who will be responsible for 
liaison activities with the Univac User 
Assn. and the Univac Scientific Exchange. 


For Executive Development 


The Sth Annual Executive Development 
Program for expanding administrative ca- 
pacities among higher management per- 
sonnel will be conducted June 18 to July 
15 by the College of Commerce & Busi- 
ness Administration at University of IIl- 
inois, Urbana. 


Florida Automation Seminar 


A conference on automation and data 
processing will be held April 20-22 at the 
University of Florida, Gainesville. In ad- 
dition to talks by men prominent in the 
field, there will be four seminar sessions 
on how data processing is used by local 
government, business, insurance and cus- 
tomer account servicing. The planning 
committee believes this is the first time 
a state university and all chapters of Na- 
tional Assn. of Accountants, National Of- 
fice Management Assn. and National Ma- 
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CLEAR EXTRUDED PLASTIC 


Index Tabs * Price Tags * Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. 

We design and make dies for extruded 
plastic protective transparent covers, 
holders, file tabs. 





2209 Peninsula Drive, Erie, Pa. 


For More Information Circle No. 376 
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state 
a conference 


chine Accountants Assn. within a 
have combined to conduct 
of this nature. 


Secretaries Week 

April 23-29 was proclaimed Secretaries 
Week by the Dept. of Commerce, with 
Wednesday, April 26, Secretaries Day. 
Co-sponsors are National Secretaries Assn. 
and Office Equipment Manufacturers In- 
stitute. A dinner will honor the Boss of 
the Year, an outstanding executive whose 
contributions to his business or profes- 
sion have been unique. Recently National 
Secretaries Assn. welcomed 49 Alaskan 
secretaries into full membership as_ the 
Billikin Chapter. 


Business Aircraft Record 


A record of $200 million in retail sales 
of business aircraft in 1960 was reported 
by Aerospace Industries Assn. Retail sales 
value topped 1959 by $30 million, despite 
a slight drop in unit production from 7689 
to 7588, according to Joseph T. Geutling 
Jr., manager of the association’s Utility 
Airplane Council. Mr. Geutling reported 
that the value rose because of the greater 
number of twin-engine craft and because 
the planes had more instruments and 
navigation-communication equipment. 


Recruiting and Interviewing 


A seminar on recruiting college gradu- 
ates will meet June 12-14, and a seminar 
on how to interview will meet June 14-16, 
at the Statler-Hilton Hotel in New York, 
sponsored by the Institute of Occupational 
Research, 104 Webster Ave., Manhasset, 
N. Y., and directed by Prof. Robert Hop- 
pock of New York University. 


Supervisor Development Film 


Roundtable Productions, 275 S. Beverly 
Dr., Beverly Hills, Calif., has released its 
sixth supervisory development film, 
“Breaking the Delegation Barrier.” The 
30-minute film aims to develop an under- 


THe Orrice—April, 1961 





x ag & 


T 


— 














TWO WAY SALES PLAN 
THAT MEANS GREATER PROFIT! 


Attractively packaged, top quality 
carbon second sheets, prompt deliv- 
ery to your customers under your 
label. 

DEMONSTRATOR kit assures first 
sale and automatic repeat sales. 
Write for Samples and Dealer Plan 


THE EXLINE-LOWDON 


wis COMPANY 
1818 S$. ERVAY. e DALLAS, TEXAS @ HA 1-2177 
For More Information Circle No. 301 








© To let you know 


a> 





supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 





@ PROMPT AND EFFICIENT SERVICE GUARANTEED | 
@ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO., LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 302 
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Make Your Own 


RUBBER STAMPS 
fe at a fraction of the cost! 


BERKROY 


New Rubber Stamp Press 


Easily operated 
by your office 
personnel.Com- 
pact 8” x 9”x 10”. 
Operates on 110 
volt A.C. current. 
Gives years of 
durable, trouble- 
free service. 

For illustrated 

catalog & nearest 

dealer write to: 


DEALER INQUIRIES INVITED 


BERKROY PRODUCTS "0004 


418-A North Glendale Ave., 
For More Information Circle No. 303 


| Save TMeve Beautyful Eyer 


(>) 












RITE-LINE copynoiper 





e SAVES EYESTRAIN TAKES COPY UP TO 20° 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION ¢FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 





4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 304 
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standing of delegation and what it can 
do to increase efficiency and promote per- 
sonal growth at all levels of management. 
It is intended for use in training super- 
visors by telling the story of a company 
faced with expansion and a rush contract. 
It shows how authority was delegated to 
three department heads and how each 
almost failed to meet his deadline. Film 
costs $175 in black-and-white, and $300 
in color. Weekly rental is $25, black-and- 
white; $45, color. 


N. Y. Building Boom 


Though more than 40 million sq. ft. 
of office space has been built in New 
York since the last war, more space will 
be constructed before 1963 than any time 
since the boom began, John C. Cushman 
Jr., vice president of Cushman & Wake- 
field, Inc., told a meeting of the Real 
Estate Board of New York Management 
Div. More than 20 million sq. ft. is be- 
ing built or yet to come, he said, pointing 


VELEIVPE o WYPEWRUTlEh 





LIGHT WEIGHT, MODERN STYLING 


Today’s automatic data processing machines 
make office work much more efficient, but a 
degree of that efficiency is lost because of the 
resultant noise factor. With the new lightweight 
fiber glass Gates Acoustinet, machine clatter is 
absorbed at its source. Now office workers can 
concentrate on media. Modern style and decorator 
colors make our Acoustinet a handsome addition 
to any office! 





See Gates Acoustinet at these business shows: Busi- 
ness Equipment Exposition, N. Y. Coliseum, Apr. 
17-21; New England Business Equipment Exposition, 
Boston, Apr. 25-27; Detroit Business Show, Cobo Hall, 
May 2-4: Mid-South Business Equipment Exposition, 
Greensboro, N. C., May 9-11; Federal Government 
Accountants Assn., Washington, D. C., May 18-20; 
National Machine Accountants Assn., Toronto, Canada, 
June 28-30. 


Se==2" ACOUSTINET, INC. 
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NOISE 


CAN BE 








MANUAL OR ELECTRIC 
TYPEWRITERS 


ue Ge 


P. 0. BOX 2391-04, BUFFALO 23, NEW YORK 
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out that the current business down- 
turn has not affected management’s fu- 
ture plans, since space to be built this 
year is less than 5% unrented. 


More Plants in Offices 


The National Clay Pot Manufacturers 
Assn. of 50 companies which sell more 
than 150 million red clay flower pots each 
year, states that sales of living potted 
plants for indoor use by business increased 


more than 100% during the 1950’s and 
about 300% since 1954. Business and 
commercial establishments now — spend 


nearly $100 million per year for living 
plants, or almost one-third of the $300 
million of clay-potted plants sold annually 
in the U.S. 


UCLA Executive Conference 

An intensified three-week program for 
senior executives, under the auspices of 
University of California’s Extension and 





“J don’t remember the name of the 
college ... but I played on the football 
team.” 
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sECUR 
BRAN 


lim) BAG 
it Y ae Al L S 


Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Vtrite for Circular, Prices 


CAN: PRO 2... 


30 E. McWilliams St. 
Fond du Lac 
Wisconsin 





and only 
Sure-Rite 
has it! 

Look for the stencil 


with the patented 
Red Dot Sea! Tab! 
@ Write for full 

»., information and 
free sample. 









American Stencil Manufacturing Co. 
2714 WALNUT STREET « DENVER 5, COLORADO 


For More Information Circle No. 407 _ 





An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 


Insist On A 
FUTURISTIC 
GALAXIE 


Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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CASH REGISTER 





CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 





For More Information Circle No. 409 








EVER-SAFE Storage Chest and | 
Posting Trays—One Complete Unit 
Certified Fire 
Protection 
{700° F. | Hour 














Now secretaries can rest 

1300 Package Sensints of: easier when rs! make an occasional error— 

with SNOPAKE on the job. It’s a marvelous 

1 No. 1313 ‘FIREPROOF CHEST new white opaque paint that is flexible, easy 

with 15°' U.L. Approved Insulation. to apply and amazingly fast drying Merely 

2 No. 5585 POSTING TRAYS = over the mpl SNOPA ny let 

avs ee ry tor an instant an then ri t over 

for sheet size 5'/2"' wide x 8'/2°* high. the area. The result—a smoot “ Re wl job 

Capacity 2000 Sheets per tray. Designed especially for typing ee photo- 

2 Sets 25 DIVISION CELLULOID graphic reproduction—Offset, Xerox, etc. 

TABBED INDEX Artists, too, find SNOPAKE far superior to 

any opaquing solution now known. See your 

Simplified credit system available. yh If he can’t supply you, send $1.00 for 
Write for complete information. trial bottle 
EVERSAFE C Div. Schwab Safe Co. T ART P 

sa Lafayette, Indiana 








Wh oe ok More Information Circle No. 375 For More Information Circle No. 380 


OOO00C0OVU0O 


© STEVENSON & SMITH, inc.C| | Flash Filing 
a ee ee BOOK HOLDER 


OF i, s One of more than 300 Flash Filing Products 


O 











Treat, Accurate, Economical, 


oN Sa Part Business Forms LO 


em 


= ; a —O 


See & Smith, leading’ a... 
© forms manufaetirers.and business sys- 











O tems creators, are represented; coast A handy book-holder with many uses! 
to coast, by outstanding Business Forms For students it holds text-books. For 
O dealers and systems analysts. sales counters it holds price lists. For 

invalids it provides a restful holder of 


books, letters, etc. There’s a large mar- 
ket for this helpful Flash Filing book- 


OO 


O Write for name of your nearest 
representative, 














holder. 
STEVENSON & SMITH, INC. FLASH FILING. INC 
80 Duryee Street : r 
NEWARK 3, NEW JERSEY | 2634 S. Cherry, Fresno, Calif. 
For More Information Circle No. 379 For More Information Circle No. 381 
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Graduate School of Business Administra- 
tion, is scheduled for three weeks begin- 
ning June 11 at the Lake Arrowhead Con- 
ference Center. Approximately 23 subjects 
will be covered, ag from “The Span 
of Management” “Work Systems.” Fur- 
ther oneal ae be obtained from 


Dr. Fred Case, Graduate School of Busi- | 
Los Angeles | 


ness Administration, UCLA, 
“ 
24. 





Letter Self-Portraits 


(Continued from page 85) 


eliminates stuffiness and indecision. The 


writer is continually aware of the in- | 


terests, level and needs of the reader. 


Writing in this attitude is objective. | 


The letter, report or instruction is writ- 

ten to somebody, not by somebody. 
Look over some of the letters you 

have written recently. 





Are they true | 


portraits of your personality, and your | 


ability to express your thoughts clearly? | 


Or are they the result of one of the 
three subjective writing attitudes? 


If you were actually mailing a pho- | 


tograph of yourself, you’d send the pic- 
ture that showed your best features, not 
a posed nineteenth century tintype. 
Why not do the same thing when you 
send a word picture of yourself? Send 
one that shows all your best features, 
not an old stilted tintype of posed 


phrases. Adopt the objective writing 
attitude. Start writing to somebody. 
You are a man of action. You are 
decisive in your everyday decisions. 


You are considerate of others. 
these excellent qualities in the word 
pictures you mail every day. When you 
sit down to write — remember your | 
reader. Remember, too, that a good | 
picture is better than a thousand words. 
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WATSON CO 
rier! Ww. ore St. 
Hi lidole Heights 

: Pr ohle the. a 


Using Multistamp FORM-CUT stencil, printing the form 
and fill-in data at the same time is an easy, one-man 

. one-hand operation. Your form is custom die-cut 
in the stencils... you fill them in with ball point pen 
or typewriter 


Multistamp Stencil 
Addressing System 
Quickest Way for 
Volume Shipping 


EASY-TO-READ QUICK DRYING 

FADE PROOF WATERPROOF 
Shipping address errors are virtually 
eliminated when printed directly on 
cartons by the Multistamp Stencil 
Duplicator. Print becomes identical 
smear-proof permanent part of every 
carton in shipment. Quantity users now 
save big money on VOLUME-PAK sten- 
cils..either plain or FORM-CUT. One- 
day service on repeat FORM-CUT sten- 
cil orders..less than 
10. days on new orders. 

Write Today for your 

Flee copy of the illus- 

—e new how-to (and 


book about the 
Multistamp Marking 


MULTISTAMP 


THE MULTISTAMP CO. Norfolk, Va. 








For More Information Circle No. 402 
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WORLDS MOST MODERN 
DESK STAPLER! 





















ISIBLE 

REFILL 
INDICATOR 
shows ot a glance 


when stoples ore 
running low 





OH, 


THE ALL-NEW 
z= =a aL 


DE LUXE Standard STAPLER 
SAFE-FOOLPROOF -EASY-T0-OPERATE 


This handsome, durably built, all-steel 
stapler brings you advanced features 
that make most other stapling ma- 
chines old-fashioned — 

@ “Full Time” staple control 

@ Multiple stitch 

@ Wide base for balanced stapling 
@ Extra-large loading capacity 

PLUS ... other outstanding features 
Comes in Office Decor Colors 

Beige, Green and Gray $5.95 

—or All-Chrome $6.95. 

At Your Favorite Stationer — 
or Write for FREE Literature. 








ARROW FASTENER COMPANY, INC. 


ONE JUNIUS STREET + BROOKLYN 12, N.Y 








eers ond Pocesetters for Over o Quarter Century 


For More Information Circle No. 337 


CONFIDENTIAL 
MAP FILE 


MT4 — WITH 
LOCKING DOORS 
STURDY METAL CABINET 
map file, has 112 tilting 
| tubes. Easy to file and 
IL find maps, tracings, blue 
"1 prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 
SCOTT-RICE CO. 6105S. Main, Tulsa 19, Okla. 
For More Inforamtion Circle No. 347 
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Bankers Life Moves 


(Continued from page 115) 

Next the first operating section—the 
Addressograph unit—was moved. Here 
was one department that could operate 
from the new building independently. 
[Twenty-one files of Addressograph 
plates were involved. This cleared out 
the entire first floor of the old building 
and set the stage for the main part of 
the move, which was scheduled for a 
Friday. 

Thursday night the Sullivans moved 
in on the tabulating department. Com- 
puters, keypunch machines, sorters and 
accounting machines were whisked 
away in the dead of night. A few 


hours later, they were operating in the 
new building. The moving men gained 
valuable time by using trucks with 
power-operated lift gates. 

Early next morning, crews and vans 
arrived and the company closed down 





Mover unpacks cartons of files and places 
them on shelves in the new building, in 
the same order as they were in the old 
building. 
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its operations for the main move. 
Twelve vans operated in shuttle fash- 
ion. There were men at the old build- 
ing to load up and men at the new 
building to unload. 

The movers cleared the old building 
floor by floor, starting at the top. Tab 
equipment already had been moved 
from the third floor, but the rest of 
the equipment and furniture on that 
floor and on the 
fifth, fourth and 
perimeter of the 
second floor had 
to be moved with 
the only freight | 
elevator at the 
rear of the build- 
ing. Simultane- 
ously, the general | 
office section on | 
the second floor | 
was moved out 
through the front 
door. The only 
flaw in the time- 
table was that 
emptying of the 
old building went 
more rapidly than 








desk. Ash trays, calendars, reference 
books, pencils and erasers were in the 
desks when employees arrived. 

Speed was the important considera- 
tion and the movers sometimes sacri- 
ficed efficiency in loading to hurry 
things along. Wasted space developed 
on some loads, but at least two 


handlings were eliminated on many 
items. 





Write it once... 
record it right 3 times! 


planned. 

A small mat- 
ter, but a _ time- 
saver when em- 
ployees reported 
for work in the 
new building 
Monday morn- 
ing, was supply- 
ing separate car- 
tons for the 
contents of 
each employee’s 
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Save yourself the cost and embarrassment of transcription errors. 

Eliminate them—with practically no investment—with the new 
Multi-Rite® Payroll Package. 

Everything in one package, including personalized checks or 
cash pay statements. Easy to learn, foolproof, and economical 
to maintain; costs less than 5¢ per week per employee. Complete 
payroll always up to date and housed in one tamper-proof locked 
binder. Everyone with 15 to 100 employees should use this 
system. Recommended by accountants and meets all govern- 
ment regulations. 

Start any time during the year—Multi-Rite Payroll Package 
can be put to use immediately. Contact your local Y&E or Cesco 
dealer today, or write for “Payroll” circular. 


YAWMAN & ERBE C. E. Sheppard Co. Div. 


44-11 21ST STREET e LONG ISLAND CITY Il, N. Y. 
For More Information Circle No. 385 
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Buckwalter Is NBBCo. President 


Richard P. Towne became chairman of 
the board and chairman of the executive 
committee, and Paul B. Buckwalter was 
elected president of National Blank Book 





Richard P. Towne P. B. Buckwalter 


Co. Ivan Allen Jr., vice chairman, Ivan 
Allen Co., Atlanta, was elected a director, 
and Louis F. Oldershaw, Holyoke attorney, 
clerk of the company. The election of 
Mr. Buckwalter marks the first time since 
1917 that the presidency of the 117-year 
old company has been held by somecae 
outside the Towne family. Mr. Towne 
joined NBBCo. in 1924; in 1927 he was 
elected assistant treasurer. He was elected 
treasurer in 1947, and president in 1950 
on retirement of his uncle, Joseph M. 
Towne. Mr. Buckwalter joined the com- 
pany in 1927 and became general sales 
manager in 1943. In 1946 he transferred 
to Holyoke and was made executive vice- 
president in 1953. Other appointments 
announced were: Walter R. Smith, manu- 
facturing manager; Roy J. Harper, man- 
ager of purchasing; Philip F. Alexander, 
director of budgets, and Edwin J.D. Strat- 
ton, graphic arts superintendent. 
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Dictaphone to Market Datafax 


Lloyd M. Powell, president, Dictaphone 
Corp. announced it will distribute and 
service Datafax facsimile equipment made 
by the Stewart-Warner Corp. Electronics 
Div. The agreement between the two 
firms is nonexclusive. The Datafax will 
transmit all types of visual images in ex- 
act dimensional facsimile of the original 
over telephone lines, intercom lines, radio 
circuits and microwave channels. It can 
link any number of offices or plants, re- 
gardless of distance. The receiving unit 
electroplates the image on special paper 
in dry, odorless and instantaneous fashion. 
No treatment or darkroom handling is in- 
volved. Both the transmitters and receiv- 
ers are 15” wide, 18%” deep and 142” 
high. 


Mosler Management Shifts 


Mosler Safe Co. announced a realign- 
ment in top management. Edwin H. Mos- 
ler 'r., president, became chairman of the 





John Mosler 


E. H. Mosler Jr. 
board. John Mosler, executive vice presi- 
dent, became president. Martin S. Cole- 
man, vice president and treasurer, is ex- 
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copies everything! 
THE FIN T yo FLATBED PHOTOCOPIER EVER MADE 


The all new TRU-FAX photocopier and the reliable 
line of TRU-FAX photocopy supplies were created 
to meet the needs of large and small offices alike. 
Superior Reproduction—Copies are sharp black on bone 
white, photo-exact. Copies Anything—From all colors 
of print, pencil, hectograph, ball point, rubber 
stamp, blueprints, books, and magazines. Delights 
Operators—Timer and all operating controls on front 
panel. Works at flick of switch. Versatile—Time Saver— 
Will outperform any photocopying machine at any 
price. Uses “diffusion” or ‘“‘stabilization” type 
papers and developers. Exposes copy in less than 
two seconds, 


° 70 ° ircle No. 471 
Specialists in... ahi 
© Supplies for Liquid e Photocopying Machines © Makers of the famous 
Process Duplicating © Photocopy Papers Copy-Right & Stand-by 
Master Units e Chemicals Copyholders 
Spirit Carbon ¢ Miscellaneous Supplies 
Printed Masters Carbon Papers 
Copy Paper Inked Ribbons 
Duplicating Fluid 


CURTIS-YOUNG CORPORATION 
110 West 18th Street, New York 11, N. Y. 


(C) Please send complete details of 0) We are interested 
the new Tru-Fax Photocopier. in dealer franchise. 





NAME 
POSITION 





COM PANY—— 





ADDRESS 
CITY. STATE 




















MAKERS OF WORLD’S FINEST DUPLICATORS AND OFFICE MACHINE PRODUCTS 
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| Sees 


PRESENTING 





Worlds Finest Ofelucaltrs 


..n0W FINER than ever! 


LIBERATOR GOO 


. by SPEED-0-PRINT 






NEW exclusive advancements set new performance standards 


LIBERATOR 400 Meets every demand 


for quality work at a small investment. Automatic feed 
. .. accurate registration . .. post card to legal size. 
Uses clean-to-apply paste ink . . . internal brush ink- 
ing. Receiving tray has adjustable side guides and 
efficient back-stop stacker. Dual-pad side guides on 
feed table are adjustable to all widths and lengths of 
stock. Feed table capacity, 225 sheets. Produces up 
to 4000 copies per hour 


LIBERATOR 500 Finest hand-operated 


duplicator ever built. New front “pull-in” feeding 
mechanism provides positive feeding of single sheets, 
eliminates need for adjustable rubber pressure pads. 
Feeds light-weight paper to card stock, post card to 
legal size. Hairline registration. Closed cylinder uses 
easily-applied paste ink; ink container (tube) screws 
directly into cylinder, assuring absolute cleanliness. 
Internal brush inking. Up to 5000 copies per hour. 


LIBERATOR GOO new, exclusive devel- 


opments mark the Model 600 as the most advanced 
electric stencil duplicator available. “Pull-in” type 
feeding mechanism eliminates need for rubber pres- 
sure pads, give positive single-sheet feeding of any 
size, any weight stock from post card to legal size. 
Paper supply on feeding table can be replenished 
without stopping machine, permitting continuous, high- 
speed production. Simple adjustment raises or lowers 
printing position. Two speeds. Produces up to 6000 
copies per hour 


Seed O- Faint Corporation 


1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILLINOIS 


For More Information Circle No, 234 


Tue Orrice—April, 1961 






ecutive vice president and treasurer. W. 
A. Marquard Jr., vice president, was 
named senior vice president and a mem- 
ber of the board. John E. Hampel, sales 
vice president for the central and western 
regions, is national sales vice president. 
Edwin Mosler pointed out the realignment, 
a result of eight years of planning for ex- 
pansion and diversification, will enable 
these executives to devote more time to 
the company’s continued growth in elec- 
tronic security, systems housings and 
nuclear protection, and supervision of new 
companies acquired during this period. 
Mr. Coleman is responsible for western 
operations which include Hermann Safe 
Co., Mosler-Harbor Co. and Mosler Re- 
search Products, Inc. Mr. Marquard su- 
pervises international manufacturing and 
the newly formed Nuclear & Atomic Pro- 
tective Services Div. 


Hanson Peerless President 
itil Valentine E. 
Macy Jr., chairman 
of the board, Peer- 
less Photo Products, 
Inc.. Shoreham, 
N. Y., announced 
the election of Rich- 
ard E. Hanson as 
president and chief 
executive officer. He 
was formerly man- 
ager, Special Prod- 
ucts Div., Oxford Paper Co., and con- 
sultant in the field of photodrafting tech- 
niques. Mr. Hanson was with Ozalid Div., 
General Aniline & Film Corp. as market- 
ing development engineer and later as 
regional sales manager. He also was with 
Charles Bruning Co. as assistant produc- 
tion manager of coated products and 
supervisor of product research. 


Richard E. Hanson 


New Steelcase President 


Changes in top executive positions at 
Steelcase Inc., Grand Rapids, Mich., were 
announced by Walter D. Idema, president. 
Wendell C. Davis, Chicago, president of 
Cribben & Sexton Co. since 1948, was 
named president of Steelcase. Mr. Idema 
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became chairman of the board, and 
D. D. Hunting was named vice chairman. 
Appointments are effective April 15. Mr. 
Davis had been associated since 1942 with 
Cribben & Sexton. Previously he spent 18 
years with George C. Peterson Co., Chi- 
cago. Mr. Idema has been with Steelcase 
and its predecessor, Metal Office Furni- 
ture Co., since the latter’s inception in 
1912. Mr. Hunting has been with Steel- 
case and Metal Office Furniture Co. since 
1914. An officer of the company since 
1920, he retired in 1960 as vice president 
and sales manager, but retained his seat on 
the board as vice president, advisory to 
sales. 


Recordak Fills Two Posts 


Van B. Phillips, vice president in charge 
of sales and advertising for Recordak 
Corp., subsidiary of Eastman Kodak Co., 





Raymond Beckwith 


John P. Eager 


announced appointment of John P. Eager, 
formerly midwestern division manager, as 
sales manager. He will make his head- 
quarters at the Recordak executive offices 
in New York. Mr. Eager joined Recordak 
in 1939. The company also announced 
that Raymond F. Beckwith, formerly as- 
sistant advertising manager, has been made 
advertising manager. Mr. Beckwith be- 
came a member of the advertising depart- 
ment in 1936. 


Cutler Collators, Inserters 


A complete line of automatic collating 
and mail inserting equipment is being 
added by Cutler Mail Chute Co., Roches- 
ter, N. Y., subsidiary of Federal Equip- 
ment Co., Carlisle, Pa. The company has 
put over five years of development and 
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field testing in the new collators and in- 
serters, said Cutler’s president John H. 
McKnight in announcing the 77-year-old 
company’s diversification move. The Cut- 
ler inserter will collate material with as- 
sorted enclosures at up to 4000 cycles per 
hour, and insert enclosures into 6%” x 
9” to 9” x 12” envelopes. Inserter also 
serves as a nester. Other collators nest 
signatures, gather sheets and collate book- 
lets and single sheets at up to 5000 cycles 
per hour. Some models collate, stitch, 
fola and trim booklets with any number 
of pages on any type or weight of paper. 


Haloid Xerox Expansion 


Haloid Xerox Inc., continuing its ex- 


pansion program, awarded a contract for 


several million dollars to Austin Co., 
Cleveland, to begin construction of a 
modern machine manufacturing building 
at the company’s 400-acre site in Webster, 
N. Y. The largest construction project 
ever undertaken by Haloid Xerox, the 


building is expected to be completed by 
the end of the year. Totaling 315,000 sq. 
ft., a single-story unit will be used to fabri- 
cate and assemble copiers, offset-master 
making equipment and automatic printers 
currently made in several widely scattered 
buildings in Rochester. A two-story section 
will provide space for manufacturing 
offices and services. 


Remington Rand Div. Reorganizes 


Reorganization of the Office Machines 
Div., Remington Rand Div., Sperry Rand 
Corp., was revealed with appointment of 
four executives to new posts as announced 
by Robert D. Brown, vice president and 
general manager, James L. Erwin was ap- 
pointed director of marketing. Former 
national sales manager for adding and cal- 
culating products, he will be responsible 
for marketing of all products of the divi- 
sion. Charles H. Schruben was promoted 
to general sales manager, Office Machines 
Div.. from International Div. commercial 





CUT YOUR 


MAILING COSTS! 
with the Model No. 6 


THs portable table SAXMAYER 
Model No. 6 is especially adapted to 


tie letter mail—also designed for 
general purpose tying of bundles 


in any sequence up to 6” high without adjustments. Adjustable legs 
and casters available at a small additional cost. All SAXMAYER 

tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 
attractive in appearance but also EFFICIENT—fully automatic, speedy, 
firm, non-slip ties, economical in twine and time. Let us 


prove it on our trial basis. 


WRITE DEPT. J. 


NATIONAL BUNDLE TYER CO. 


Blissfield, Michigan 





—_— 








For More information Circle No. 383 
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typewriter sales manager. He will super- 
vise all field activities of the Office Ma- 
chines Div. William C. Matthews, mid- 
western regional manager for typewriters 
and supplies, was promoted to sales man- 
ager, commercial typewriters, typewriter 
supplies and agent dealers for the Office 
Machines Div. Robert L. Cooper was pro- 
moted to sales manager, adding machines, 
calculators, cash registers and field sales 
training for the Office Machines Div. 


Royal Canadian Chairman 


Royal McBee Corp. announced election 
of Joseph L. Seitz as chairman of the 


Canadian subsidiary. 
Mr. Seitz had been 
president of Under- 
wood Ltd. of Can- 
ada since 1940. 
Royal McBee’s pres- 
ident, Peter Ryan, 
noted that “with this 
change in the man- 
agement of Royal 
Typewriter Co., Ltd., 





Joseph L. Seitz 


and the previous election of K. L. John- 
son as president and chief operating offi- 
cer, all the officers are Canadian citizens.” 
Mr. Seitz started his career with Peerless 
Carbon & Ribbon Co., Ltd. 


Photocopy Research Center 


Otto A. Clark, president, International 
Photocopy Corp., Chicago, announced a 
new research and development center and 
manufacturing plant in Cleveland where 
production and assembly of International’s 
photocopy machines will be consolidated. 
The electronic research laboratories will 
pursue development of an office copying 
machine to reproduce all images in photo- 
graphic quality without use of developer 


board of Royal Typewriter Co., Ltd.,, 


chemical. Heading the operation in Cleve- | 


land is Karl Murgas, research director. 


Barr Heads New Moore Div. 


David W. Barr was named general man- 


ager of Moore Business Forms’ new 11- 


state Central Div. with headquarters in 
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Avoid Losses! _ > 


Avoid Unexpected 
b * 
Troubles—with the 


And ts cue wt 
45904 VWY &U 


office paper shredder 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 403 














NATIONAL 
SALES MANAGER 


Wanted, a dynamic-aggressive sales manager 
for the newest and hottest dictating-transcribing 
machine. Must have extensive business ma- 
chine background, For the right man, every- 
thing is right. Top salary and override com- 
mission, expenses and promotion § support, 
Minimum first year earnings $20,000-$25,000. 
If you have the knowledge, contacts, experience 
and ability, we want you now. Write Box 361, 
Office Publications, Inc., 232 Madison Ave., 


New York 16, N, Y. 
























SAVE 


with 
COPY MAKER’ 


‘ECONOMICAL 
white 
_ copy paper 








for use on 
THERMO-FAX MACHINES 


You've never seen anything 
like it! You get clearer, heavy- 
weight copies—black or brown 
—less curl, less crease. Supe- 
rior contrast, non-glare and 
non-transparent. Will accept 
more handling—will endure 
prolonged exposure to heat 
and has better file life . . . all 
_ this and it costs less. For free 
_ demonstration write 


OLD TOWN 
| CORPORATION 







STATIONERS EVERYWHERE 


For More Information Circle No. 406 
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AVAILABLE THROUGH BETTER 
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Park Ridge, Ill. Mr. Barr, formerly gen- 
eral sales manager of Moore’s Eastern 
Div., joined the firm in 1929. He was 
appointed controller of Gilman Fanfold 
Corp., a Moore plant in Niagara Falls, 
N. Y., and subsequently became assistant 
general sales manager and general sales 
manager. With consolidation of Moore 
companies in 1945, Mr. Barr was ap- 
pointed assistant general sales manager of 
the company’s Eastern Div. In 1947 he 
was promoted to general sales manager. 


Royal McBee Appoints Four 

Royal McBee Corp. announced four 
key sales appointments within its recently 
reorganized national marketing organiza- 





M. G. Hossom 





C. A. Roy W. B. Thomas 


tion. M. G. Hossom is product manager- 
data processing sales for the eastern di- 
vision, with headquarters in Stamford, 
Conn. He was formerly controller for 
the company’s Athens, Ohio, plants. M. 
A. Kenney became product manager-type- 
writer sales for the southern division, with 
headquarters in Atlanta. He previously 
headed the Tulsa, Richmond and Mont- 
gomery, Ala., district offices. C. A. Roy 
is product manager-typewriter sales for 
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. . . For Business 


Machine Economy 
@ Increase Efficiency 


@ Improve Scheduling 





@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for de- 
tailed bulletin OF-8. 


Engler 


Instrument Co. 
250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 433 





SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


"*BUEROMARKT’ (Office Market) general 
guide, semi monthly, printed in GERMAN $8.60 
"DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German ......$12.60 





These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N. Y. 
Tel. BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 306 
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Ask for 
|C-THRU 


America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 


of using them... 
and their many 
plus features, Tri- 


angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for free Catalog 


RULER CO. 


HARTFORD, CONN., U.S.A. 


WHOLESALERS & DEALERS 


Exclusive Territories Open! 


Be the Scotty distributor in your 
area. Make the extra profit. 


The pen color fs the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 

Special prices for bids 


Double your net profit with SCOTTY Pens 
and standard refills @ Bulk and single pack 


Write for catalogue sheets and discount on 


other styles of pens and desk sets, 


SCOTTY ENGINEERING CO. 


8 Minna Street ¢ San Francisco 5, Calif. 
For More Information Circle No. 309 
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Office 
Equipment 






Manufacturers & 


Exporters: 


Increase 
Your 
Business 
With 
Latin 
America 


‘ e 
REVISTA DE EQUIPOS PARA OFICINAS 
Circulation—Over 11,000 








3 
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A neeee the entire Latin American con- 
+Atinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La OFicinA. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1961 La OFtctna. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in LA OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


OFFICE PUBLICATIONS INC. 


232 Madison Ave., New York 16, New York 
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the western division, with headquarters 
in Palo Alto, Calif. He was formerly dis- 
trict sales manager of the Hartford, Conn. 
office. W. B. Thomas was named product 
manager-data processing sales for the mid- 
western division, with headquarters in 
Chicago. He was formerly director of the 
technical department, and before that mid- 
western regional manager of the data 
processing division. 


Cole Is NOFA President 


William J. 
Walsh Bros., Phoe- 
nix, Ariz., was 
elected president of 
National Office Fur- 
niture Assn. at its 
convention, Feb. 23- 
26, at the New York 
Coliseum. This was 
the best-attended 
convention in the as- 
sociation’s history, 
with 4696 office furniture dealers, manu- 
facturers, representatives and salesmen. 


Cole, 





William J. Cole 


The 1962 convention will again be held 
in New York, Apr. 26-30. Herman Klein, 
Miller Desk & Safe Co., Los Angeles, was 
named Mr. Office Furniture Dealer of 
1960, and F. E. Strate, Columbus, O., 
Blank Book Co., was named Outstanding 
Office Furniture Salesman of 1960. 


Datanamics Sales Manager 


R. E. James, former assistant manager 
of Friden Systems Div., Los Angeles, 
was named sales manager of the Data 
Processing Equipment Div., Datanamics, 
Inc., Canoga Park, Calif., it was an- 
nounced by D. R. Biegel, Datanamics 
president. He previously was with IBM, 
and Commercial Controls Corp., and was 
western division sales manager, Syste- 
matics, Inc., and organizing sales man- 
ager, Postab Corp. 


Photek Expands Sales 


Photek, Inc., now in Providence, R. I., 
is building office and plant facilities in 
Kingston, R.I. The recently formed Tex- 
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Use your AUTOJOGGER 
flat, tilted or upright 





PROVED—a “best buy" for jogging bond, board, carbon, plastic, tissue .. . 


AUTOJOGGER 


Handles reams or collated sets . 
initial 
against defective parts and workmanship). 
at your dealer's or ask us for information, (Mr. Dealer: 
If you're not yet handling Autojogger, 


GRISWOLD DUPLICATING PRODUCTS, 


2808 W. Temple St., Los Angeles 26, Calif. 


the UNIVERSAL 


- Quietly, smoothly, 
upkeep (guaranteed for 5 
See it 


cost—with no 


please write us.) 


INC, 
National Distributors 
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mG. CO., INC. 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 


BUSINESS FORMS 





P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


LIGHTWEIGHT 





SEND FOR 
NEW CATALOG 
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Our Snap-Apart Forms have been a 
standard of quality for years. For fine 
printing; just right ‘'snap-apart'' action, 
they ‘are unexcelled. INTERNATIONAL 
BUSINESS FORMS snap-aparts assure 
customer satisfaction. 



















Continuous Forms, TOO! Now—offer your 
customers Continuous carbon-interleaved 
forms — Line Hole Punched Tabulating; 
pasted; or stapled—up to 10 parts. In 
Continuous as in Snap-aparts, Interna- 
tional means quality—at the right price. 


















~ ns paeeaaaaas BUSINESS FORMS 
offers: 
QUALITY Forms, produced on mod- 
ern rotary equipment — sold only 
through our dealers. 
COMPETITIVE Prices — liberal dealer 
discounts — You're "in the running" 
with an IBF Quote. Quantity advan- 
tage, too! Orders accepted for, only 
2500 sets of Snap-Aparts -NEW POLICY! 
DELIVERY PROMISES you can count 
on. Try us on one job and see! 
EASY-TO-USE PRICE LIST — Anyone 
















can make estimates with a little 
practice. 

RAPID QUOTATION SERVICE — Your 
quotation requests handled AT 






ONCE. Same day if specified. 











r complete information on this 


profitable ne Try International. We are 


confident of our ab the Dealer 


ty to satisfy 


and his customer 


WRITE NEW DEALER DEPT. 1 


; INTERNATIONAL BUSINESS FORMS 
S ———ae | — ~—— 


26th ST.*LITTLE ROCK, ARK 
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tron subsidiary in the office copying ma- 
terials and equipment field aiso is estab- 
lishing new branch offices and regional 
sales organizations throughout the country. 
Earl C. Burgen, regional sales manager 
for the south central region, will service 
retail dealers in Kansas, Missouri, Okla- 
homa and Arkansas. Thomas J. Campbell, 
regional manager for the east central re 
gion, will serve Ohio, Kentucky and Wesi 
Virginia. John Reburn, regional sales 
manager for the north central region, will 
serve Minnesota, Wisconsin, Iowa and 
Nebraska. John R. Evans is Great Lakes 
regional sales manager for Indiana, Michi- 
gan and Illinois. Named southern regional 
sales manager for Tennessee, Mississippi, 
Alabama and Louisiana is Ernest A. Orand 
Jr. Geoffrey G. Gregory is Texas regional 
sales manager. Edwin F. Benson is regional 
sales manager for upstate New York and 
Pennsylvania. James J. George is eastern 
regional manager for New Jersey, Dela- 
ware and eastern Pennsylvania. 


Two Old Town Executives 


James H. McGraw III, president and 
treasurer, Old Town Corp., Brooklyn, 
N. Y., announced appointment of Mar- 
shall Mazer as vice president and general 


E. F. MacLean 


Marshall Mazer 


manager. Formerly vice president for re- 
search and development, he will continue 
to function in this area in addition to 
being in charge of sales, manufacturing 
and purchasing. Before joining the com- 
pany in 1960, he was chairman of the 
research planning board of National Cash 
Register Co. Appointment of E. F. Mac- 
| Lean as vice president of sales also was 
| announced. Formerly general sales man- 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 
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Mr. Roy Binder—Oflice Manager, 
Ne Se 





SOUNDTROL Noise Reducing Hoods, the re- Whitehead Bros., N. Y., 

sult of man ears' research by acoustic = i i ° 
engineers, coakect nn ag = A tiring A Dixon Ticonderoga seems to keep its 
pereaeiai mang F ste ws and ~— ae point forever, and it’s smooth, too. 
curacy. ur ra c relo- + > > 
sahael Ges Ueattar “Ge "net ee ‘eae te That’s new Marvelead for you. It’s great.” 
eliminated and machine's appearance is 
improved, SOUNDTROL Noise Reducing | THE JOSE PH : 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- I N 
icing. Write for full information today! CRUCIBLE CO 
JARDIN ASSOCIATES, INC, Mm ein 
iss J " St.. New York 38. N. Y ; Jerscy City 3, N. J., bea + — eS 

oo JOHN OL, New Ork 090, eo Be Mexico City, D.F. , Sandusky, . Newmarket, Canada 
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FRANCE 


We want exclusive 
distribution for France 


of a line of fountain 
pens and ballpoint pens 


NEW COPY MACHINE BASE in 2, 3 and 4 colors. 


Here’s a handy space and time saver. The new 
"'Marconi’‘ Copy Machine Base is designed to fit 
under Thermo-Fax*copy machines. It gives you Sizable quantities involved. 
convenient under-machine storage, eliminates 
cluttered work areas and saves time in copying. 
It is rigidly constructed of 19 gauge steel e 
with durable enamel finish non-skid molded 
rubber feet and recessed top to hold machine’s 
feet securely. Standard neutral color blends with 


For More Information Circle No. 330 











any office decor. All this at extremely low cost Write: HAVAS $9335 
of $12.95 for ‘‘Secretary’’* base and $11.95 for 
“‘Courier’’* base. Plus postage. sage 

Order now or send for literature. Rue Vivienne 17 
Endicott Machine & Tool Co., Inc. Paris 2, France 


Box 420 Endicott, New York (Dealers Wanted) 
*Trade-marks of Minnesota Mining & Mfg. Co. | 
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SERIALLY NUMBERED 
ie 


for Positive 


PERMANENT a ly Control 
IDENTIFICATION ox 


Identify your furniture, fixtures and equipment 
positively and permanently with attractive, re- 
liable Serially Numbered “AUTOGRAPHS”, 
Mount them quickly, easily, effectively “out- 
front” on any clean surface ... without tools 
or awkward fastening devices. Used for profit 
able Property Centrol for more than a decade 
by thousands of businesses, institutions and 
government agencies. There is a reason! 


ole oe [’ 
SUA; Levit ima — Tne 


MASON CITY, IOWA 














Write for “try before you buy” samples and a 16 page booklet, 
“How to Plan a Profitable Property Control Program.” 
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Mylar’ strong...Mylar’ sharp... 


CARTER’S 


New Stylewriter 
Carbon Film Ribbon 


*DuPont’s registered trademark for its polyester film 





1200 feet without a break! (Except for coffee.) 
Letter after letter so clean and crisp. You never 
had it so good! Offset and copying machines 
never had it so good! In black, blue, red, green, 
brown. The true touch of perfection. Settle for 


nothing less . . . than 
ADVERTISED IN 


\AL/ 


” Ut © THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASS 
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ager, he was vice president and manager 
of Thermo-Fax Sales Corp. of Minne- 
sota Mining & Mfg. Co., before joining 
Old Town. 


To Lend Tru-Fax Machines 


Curtis-Young Corp. has inaugurated a 
policy of lending Tru-Fax photocopiers, 
Models 4E or 3E, without charge, to 
selected large users of photocopy supplies 
to stimulate sales of Tru-Fax photocopy 
papers and chemicals. Selection of com- 
panies is made by Curtis-Young sales rep- 
resentatives. Machines are shipped direct- 
ly from New York to the customer accom- 
panied by an initial shipment of supplies 
and accessories.. Sales representatives 
supervise original installation and follow 
up to see that customer gets perfect sat- 
isfaction. No minimum requirement as to 
quantities of supplies has been established, 
but users selected for loan machines with- 
out charge should have a fairly steady re- 
quirement for copies produced by the dif- 
fusion transfer process. Tru-Fax photo- 
copiers delivered on consignment as a 
loan without charge remain the property 
of Curtis-Young Corp. but purchase terms 
may be arranged if desired. Companies 
interested in having Tru-Fax photocopiers 
as a no-charge loan may apply to Curtis- 
Young Corp., 110 W. 18 St., New York 
11, on company letterhead. 


Thomas’ European Office 

New facilities have been established in 
Belgium to market the products of Thomas 
Collators Inc., New York. On Dec. 15, 
Thomas Collator Europe s.a. was formed; 


on Jan. 2 it opened its doors at 32 rue 
aux Laines, Brussels. The new organiza- 


tion, a joint venture of Thomas Collators 
Inc. and Christian P. Bourg, Belgian in- 
dustrialist, will provide an outlet for the 
complete line of Thomas collators. Dis- 
tribution will encompass Western Europe, 
Great Britain and the Mediterranean areas. 
Semiautomatic floor model and table-top 
collators for overseas distribution will be 
made in Belgium; fully automatic Thomas 
collators for export will be manufactured 
in the U.S. 
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Some Day You May 
Wish You’d Bought This 


NEW 


Auto-Shred 
Now! 





Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 


authorized hands —after someone 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


thought 


Write for catalog giving full 
information and 10 day free 
trial offer. 





SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 384 
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| Announcing a Www KW 


' The most helpful new systems book in years! 
t 


THE PLAYSGRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 
by Leslie Matthies* 


Playscript is an effective new technique on how to write better 


procedures. 


Nearly all systems research has revealed procedure studies 
and writing as the most stubborn problem in the field. This 
book enables the systems man ‘o solve that problem successfully. 

















Here are just a few Playscript advantages: 





® easy to write @ shows up empire-building 

® no gobbledegook forces cleancut decisions 

®@ time-saving provides base for orderly procedures 
®@ compels logical thinking reveals related tasks 

@ shows who does what at a glance flexible & adaptable to any project 
®@ focuses on work, not verbiage taps enthusiasm of colleagues 

® spotlights useless & duplicate efforts encourages participation of workers 


Net result of Playscript is better procedures and a marked improvement 
in systems efficiency. 











Anyone with a communications problem within an organization 
will find THE PLAYSCRIPT PROCEDURE invaluable. 
Every systems man in America should own a copy. 

All company libraries should have it. 


7 ORDER TODAY! 
183 pages $5.95 


* One of the nation’s foremost authorities on systems and procedures, Currently Director of 
Foundation for Administrative Research and editor of newsletter ‘‘Systemation’’, Winner of 
Systems Man of the Year award 1958, Widely regarded as dean of systems men, 
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OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 


Please send me .......... copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, 
postpaid. [] / enclose remittance. (] Send invoice. 
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National Microfilm Assn., Sherman Hotel, 
Chicago, April 4-6. 

Society for Advancement of Management, 
Hotel Statler Hilton, New York, April 
6-7. 

Office Equipment Manufacturers Exhibits, 
Coliseum, New York, April 17-21. 

American Society of Training Directors, 
Hotel Bellevue-Stratford, Philadelphia, 
May 1-5. 

National Assn. of Educational 
Chase-Park Plaza Hotels, St. 
May 3-5. 

National Office Management Assn., Kiel 
Auditorium. St. Louis, May 8-10. 

American Institute of Industrial Engineers, 
Sheraton Cadillac Hotel, Detroit, May 
11-13. 

Insurance Accounting & Statistical Assn., 
Biltmore Hotel, Los Angeles, May 14- 
b7: 

New York Stationery Show, New Yorket 
Hotel, New York, May 14-19. 

Federal Government Accountants Assn., 
Shoreham Hotel, Washington, D. C., 
May 18-20. 

National Retail Merchants Assn., Control- 
lers’ Congress, Ambassador Hotel, Los 
Angeles, May 21-25. 

National Society for Business Budgeting, 
Statler Hilton Hotel, Dallas, May 25-26. 

National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 18-21 

National Office Machine Dealers Assn., 
Grossinger’s Hotel, Grossinger, N. Y., 
June 18-21. 

National Secretaries Assn., Biltmore Hotel, 
Los Angeles, July 19-22. 

National Society of Public Accountants 
Denver-Hilton Hotel, Denver, Aug. 28- 
Sept. | 

Assn. for Computing Machinery, Statler- 
Hilton Hotel, Los Angeles, Sept. 5-8. 

National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 
cago, Sept. 11-13. 


Buyers 
Louis, 
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National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 

American Production & Inventory Con- 
trol Society, Pick-Congress Hotel, Chi- 
cago, Sept. 28-29. 

National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York, 
Oct. 8-11. 

Systems & Procedures Assn., Statler-Hilton 
and Pick-Carter Hotels, Cleveland, Oct. 
9-11. 

American Bankers Assn., San Francisco, 
Oct. 15-18. 

National Business Forms Associates, 
Americana Hotel, Bal Harbour, Fla., 
Oct. 23-26. ; 

National Business Show, Coliseum, New 
York, Oct. 23-27. 

American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 

Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 
Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 

Dec. 12-14. 


EVENTS ABROAD 


Milan Trade Fair, Milan, Italy, Apr. 12-27. 

Hanover Fair, Hanover, Germany, Apr. 
30-May 9. 

Institute of Internal Auditors, Queen Eliza- 
beth Hotel, Montreal, Canada, May 21- 
24. 

National Machine Accountants  Assn., 
Royal York Hotel, Toronto, Canada, 
June 28-30. 

Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 
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DVERTICERS 





Acco Products ..... 
Acme Visible Records, ee 
Addo-x, Inc. 


Addressing Machine Co. of California 


Addressograph-Multigraph Corp. 
precad Co., G. J. 

Akro-Mils Cabinets ..... ee 
Allied/Egry Business Systems 
American Automatic Typewriter Co. 


American Geloso Electronics, Inc. 
American Photocopy Equipment Co. 
American Stencil Mfg, Co. 


American Type Founders Co. 
Ames Supply Co. 

Ampto, Inc. 

Arrow Fastener Co. 

Atlas Stencil Files oue- 
Autocall Co. 


B & M Corp. 

Basten, Peter 

Bates Mfg. Co. ... 

Bell & Howell Co. . 
Bentson Mfg. Co. ... 
Bergstrom Paper Co. 
Berkroy Products Co. 
Bohn Duplicator Co, ... 
Bostitch, Inc. 
Box 36! 
Bureau Meca ... 
Burroughs Corp. . 
Business Electronics, Inc. 


C-Thru Ruler Co. 
Can-Pro Corp. 
Carter's Ink Co. ... 
Cashere Corp. ...... 
Catskill Craftsmen, Inc. 
Challenge Machinery Co. 
Chandler & Price Co. 
Clarin Manufacturing Ga. 
Clarkson Press, Inc. . 
Cole Steel Equipment Co. 


Columbia Ribbon & Carbon Mfg. Co. 


Commodore Business Machines Inc 
Comptometer Corp. 

Copycat Corp. 

Copy-Craft, Inc. 

Curtis-Young Corp. 

Cycle Equipment Co. 


Dashew Business Machines, Inc. 
Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Diebold, Inc. .. 

Diehl Calculating Machines, Inc. 
Ditto, Inc. .. 

Dixon Crucible Co., Joseph 


Eastman Kodak Co. (Ektalith) 
Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) 
Ecusta Paper Products 

Elliott Industries, Inc. 

Endicott Machine & Tool Co. 
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Engler Instrument Co. 

Ever Ready Calendar aed Co. 
Ever-Safe Co. .. 
Exline-Lowdon Co. 


FMA, Inc. 

Facit, Inc. .... 
Flash Filing Inc, 
Fletcher Paper Co. 


Force & Co., Wm. A. 
Fraser Paper, Ltd. 
Friden, Inc. .... 


Gardner Stamp Co. 

Gates Acoustinet, Inc. 

General Fireproofing Co. 

Gilbert Paper Co 

Goes Lithographing Co. 

Goodkin Co., M. P. 

Graphic Systems 

Griswold Duplicating Products Inc. 


Haloid Xerox Inc. 

Halverson Products Co. 

Hamilton Autographic Register Co 
Hamilton Paper Co. 

Hammermill Paper Co. 


Harding Co., Milo 
Harris-Seybold Co. 

Havas 

Heller Roberts Mfg. Corp. 
Heyer Inc. 

Howard Paper ‘Mills, Inc. 
Howell Co. 


Hush-A-Phone Corp 


Imexco Trading Corp 

Industrial Shredder 3 Cutter Co. 
Interchemical Corp 

Inter-Continental Trading Corp, (Olympia) 
Inter-Continental Trading Corp. (Telefunken) 
International Business Forms, Inc. 

Interstate Metal Products Co. 


Jardin Associates, Inc. 
Jasper Desk Co. 
Jones Box Corp., Jesse . 


Kimberly-Clark Corp. 


Lagomarsino-FAl 
Lassco Products, Inc. 
Lee Products Co. 
Leonard, Inc., Charles 
Litho-Art Products Inc. 


Maggie Magnetic Visual Aids Corp. 
Martin Yale, Inc. 

Master Addresser Co. 

Memo Flex Division 

Mercury Industries, Inc, 

Metal Products Engineering, Inc. 
Metalcraft, Inc. 

Metalstand Co. 

Methods Research Corp. 
Metropolitan Wire Goods Corp. 
Michael Lith Sales Corp. (Destroyit) 
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Michael Lith Sales Corp. (Triumph) 
Millers Falls Paper Co, ...... 
Minnesota Mining & Mfg. Co. 
(Microfilm Products) ..... 
Minnesota Mining & Mfg. Co. 
(Scotch Brand Products) ......... 15], 
Minnesota Mining & Mfg. Co. 
oa ey! — 
Monroe Calculating Machine Co. 
(Accounting Machine) ........... 
Monroe Calculating Machine Co, (Monrobot) 
Moore Business Forms, Inc. 
Moore, Inc., P, ; 
Multistamp "Co. 


National Bundle Tyer Co. ..... 

National Cash Register Co. (Computer) 

National Cash Register Co. (NCR Paper) 

Nekoosa-Edwards Paper Co. 

Neophone-France . 

Nippo Machine Industry Co.. ‘Ltd, 

Nord Photocopy & Business Equipment Corp. 
North American roe Co. 

NuArc Co. . 


152, 
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Office Publications, Inc, 
Olympia Typewriters - 
Oxford Filing Supply Co. 
Ozalid Div., General Aniline & Film Corp. 


a. eee 

Palson Mfg. Co. : 
Parsons Paper Division ... 
Paterson Parchment Paper Co. 
Perry-Sherwood Corp: 

Photek, Inc. oe 
Photorapid Corp. 

Photostat Corp. . 

Pitney-Bowes, Inc. (Folding Machine) 
Pitney- Bowes, Inc, (MailOpener) 
Plastic Binding Corp. 

Poletti, C, P., Rev. Harold 
Polyclair, Societe 
Print-O-Matic Co, ...... 
Pronto File Corp. ...... 


Recordak Corp. ..... 

Regna Cash Registers, Inc. 
Rex Rotary Distributing wp. 
Rite-Line Corp. ... 
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Nothing is more destructive to economic growth 
(or to any other effort) than fear. Yet fear is often 
spread by persons in high office who should know 
better. Rep. Elmer J. Holland (D-Pa.) in his recent 
report, "Unemployment and the Impact of Automation," 
attempts to prove that automation is largely, if not 
wholly, responsible for present high unemployment. 
He makes the erroneous claim that automation has 
eliminated 25% of office jobs in the past five years 
and that another four million jobs will be gone by 
1965. The facts are otherwise. 

Office employment is increasing. Even clerical 
jobs, a major area affected by automation, increased 
from 8,114,000 in 1955 to 9,783,000 in 1960. A further 
rise of 26% (2.5 million more jobs) is predicted by 
the Department of Labor by 1970. 

What Congressman Holland fails to realize is 
that the nature of jobs continually changes as methods 
are improved and new industries developed. The entire 
white-collar group is rapidly expanding. New tech- 
niques allow a girl to become a computer programer 
today in less time than she could become competent in 
stenography — the latter also being rapidly outmoded. 
Thus, she is not classified with "clerical" white- 
collar workers, but in the "technical" white-collar 
group. Professional white-collar workers (engineers, 
accountants, etc.) are increasing at an accelerated 
rate. Changes in retail merchandising, with more mail 
order and self-service outlets, are replacing sales 
workers with clerical workers. White-collar employ- 
ment is gaining in every industry but the job titles 
are changing. Among those still classed as clerical 
workers, about 20% are government employees—and mem- 
bers of the House of Representatives last month voted 
to increase their own clerical staffs. 


THe Orrice—April, 1961 
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COSTS UP TO 40% 


print up to 90% of your office needs with a 


DITTO’ OFFSET DUPLICATOR 


BRAND 


FREE 
BOOK 


shows you how! 


NEW ROAD PROFITS 


DITTO OFFSET DUPLICATOR 


.For More Information 
Circle No. 363 


It's easy to see why you save with a DITTO Offset! 
It handles practically any office printing job: forms, 
letterheads, mailers, manuals, catalog pages. It 
uses both paper and metal masters—takes any 
weight of paper from 13-pound to card stock, any 
size from 3 x 5 inches to 12 x 14 inches. Prints in 
black and white or multi-color—halftones or line 
drawings—up to 8,000 impressions per hour. It’s 
easy to run, too! Touch a button... the DITTO 
Offset starts, prints, counts, stops, cleans—all auto- 
matically! Mail coupon for FREE BOOK! 


DITTO and @ are registered trade marks (U.S. and foreign) of Ditto, Incorporated 











The new Royal Electric Typewriter makes words and letters so finely-honed it is 
a pleasure to put a signature to them. We think you will want this typewriter 
But before you decide, please do yourself, your secretary, and your company this 
service: see all the makes of electric typewriters. Check them for printwork, 
for touch, for any other quality you wish. Only in this way can you really 
know the worth of the choice you will make. ROYAL McBEE CORPORATION. 
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